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Preface 

' I'or every m.in h.is business and desire. 

Such as it is.” 

Hamlet. 

The author of this work is well aware that the list of books on this 
subject is already long. His excuse for adding to it is that while the 
majority of text-books on Book-keeping deal with the subject 
only from the ])oint of view of the rei(nirements of the purely 
Commercial School, this one has been S])eciaily compiled to mec’t 
the needs of the Secondary School. 

It i''. hoped that this text-book may be found to sup]dy teachers 
in J’vCondary Schools, as well as those in ('omnn'icial aiul Technical 
i?i^'chools, with a convenient form ol reference for class work. The 
author lias been guided in the selection of the matter by his many 
\'ears’ practical experience in teaching this suliject to ])upils of all 
ages in Secondary and Comnu'rcial Schools. 

As the average length ol the teaching period in a Secondary 
School rarely exceeds forty-ti\-e minutes, short and carefully 
graduated exerci.ses only have been included. 

In order to relieve both teacher and pupil of unnecessary 
drudgery in checking examination papers, no less than ten Model 
Solutions appear in this work. 

It is desired to call attention to tlu; fact that while Book-keeping 
is at present an Optional vSubject in tlie (.ambridge Local and School 
Leaving Examinations, Certificates will, after i()22, lie granted 
to candidates who satisfy the hixaminers in Book-keej)ing with 
Shorthand as a fifth subject. 

The thanks of the author are cordially tendered to the various 
examining bodies, for their kindness in allowing him to reprint the 
examination papers. He di-sires also to express his indebtedness 
and thanks to his colleague, Mr. T. E. Jones, of whose valuable 
and suggestive criticisms he has availed himself in jireparing this 
work. 

H. LOGAN RAMSEY. 

Cambrihge, 

May, 
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Introduction 

The origin of Book-keeping is lost in obscurity; but it would 
appear from recent researches that some method of keeping accounts 
has existed from the remotest times. It is no exaggeration to say 
that accounts of some kind have been kept since long before the 
Christian era. 

Book-keeping is sometimes described as a science and sometimes 
as an art. It is a science in as much as it involves a systematised 
knowledge of certain established principles and laws; and an art 
because its object is the application of these niles and acknowledged 
methods to a practical purpo.se. The crude methods of former 
days have been gradually improved to meet the changing require- 
ments of businesss, and this process is still going on. 

Book-keeping may be defined as the art or process of recording 
mercantile or pecuniary transactions, so that a person can at any 
time ascertain the state and extent of his business. 

There are two methods, viz., Book-kt*eping by “Single” or 
“Double Entry.” It is not too much to say that Book-keeping by 
“Single Entry” is comparatively little used, except in very small 
businesses, where only a single record of each transaction is required. 
Book-keeping by “Double Entry” gives a fuller and more accurate 
account of the movements of a business, and is used to-day by all 
concerns run on bu.siness lines. 

For some time past no examination papers have been set in 
Book-keeping by "Single Entry,” and questions are now set on the 
principles of “Double Entry” only. This book, therefore, will deal 
with the subject only on the lines of “Double Entry” and modern 
requirements. 

The most important feature of Book-keeping by “ Double Entry ” 
is its system of checks, by which every transaction is twice entered, 
i.e., to the Debtor side of one account and then to the Creditor side of 
another. 

Although Book-keeping will not save an unsound business from 
ruin, it may be regarded as one of the corner stones in the edifice of 
commercial prosperity. 




Essentials tor Good Book-Keeping: 

1. Tliorough knowledge of the principles of “Double Entr}.’* 

2. Accuracy. 

]. Sound knowledge of commercial arithmetic. 

4. Common sense. 

5. Neatness and good penman.ship. 


Books Required 

joi'RXAl. 

This is a book of original entry wliicli is used for the purpose ot 
facilitating postings to the Ledger. Many busine,ss hou-ses employ 
no Journal at all; but post direct to the Ledger. In the opinion of 
the author, however, it is desirable that a Journal should b(t kept 
in order that a convenient and ])ermanent record may be at hand, 
in brief form and chronological order, of the ])eriodical adjustments, 
pro\'isions, etc., made upon closing the l)ooks of a business for any 
{)articular })eriod. In modern commercial life entries passed through 
the Journal propi’r are strictly limited to the necessary record of 
opening entries, closini^ entries, and adjustments. 

N.B.— The Day Books (Bought and Sold) have to a very large 
('Xtent reduced the use of tlie Journal. 


Ledger 

The Ledger is the principal book in any system of double entry 
Book-keeping, but in order to save time and unnecessary labour, 
\’arious subsidiary books arc employed. The Ledger contains a 
record of a merchant’s transactions in the form of accounts with 
persons and things. ll is an index to the information contained 
in the Journal. When the Ledger is accurately kept, a correct 
Trial Balance can be compiled from it at any time, 
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Cash Book 

In this is kept a record of all cash and discount transactions. It 
does duty for three accounts, viz.. Bank, Cash, and Discount A/cs. 

Petty Cash Book 

In this book are entered all small disbursements such as postages, 
telegrams, stationery, lighting, cleaning, etc. 

Purchases Book 

This book records all purchases on credit. 

Sales Book 

This book records all sales on credit. 

Bills Receivable Book 

This contains a detailed record of all bills accepted by persons 
owing money to a business. 

Bilt.s Payable Book 

This contains a record of afl bills accepted by a business. 

Returks Inwards Book 

In this book an account of all goods returned to a business is 
kept. 

Returns Outwards Book 

In this book an account of all goods returned by a business is kept. 

At the outset tlie student should clearly understand wliat is 
meant by Debtor and Creditor. In all businesses it will be found 
that there are two parties interested in ex'ery transaction : the one 
who receives property and the one who issues it. The merchant 
who receives is called the Debtor, and the merchant who issues is 
called the Creditor. 

The Ledger is divided by special ruling into Debit and Credit 
sides, and records commercial transactions of any thing or with any 
])crson. These record.s are called accounts. 

The left-hand side of the ledger is called the debtor 

SIDE. 

The right-hand side of the ledger is called the creditor 


SIDE. 
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Rules for Journalising and Posting into 
the Ledger 

There must be two entries for goods purchased, e.g,, credit the 
Personal A/c of the person from whom the goods were bought, and 
debit the Goods or Purchases A/c, So that the invariable rules are : 
1. Debit the receiver; credit the giver. 

IT Debit the property received; credit the property 

GIVEN. 

III. Debit what you lose; credit what you gain. 

Rule (i.) will apply to Personal Accounts. 

„ (ii.) ,, Real or Property Accounts. 

,, (iii.) ,, Nomitud or Impersonal Accounts, i.e., 

Prolit and Loss Accounts. 

Personae Accounts 

These accountsrecord transactions with actual persons, and they 
ser\'e to show what is owing by or to those persons. 

Real or Propi:rty .\ccounts 

These accounts deal with actual ]>ropcrty, and show the value 
in the shajic of goods, pro]>erty or cash received or issued. 

The following are Real Ales: 

Cash A/c. 

Bank A/c. 

Goods Ajc. 

All Tangible Property A/cs. 

Nominal or Impeks<.)nai. Accounts 

These accounts contain a record of losses and gains, and include 
such accounts as Bad Debts, Interest, Discount, Office Expenses 
and Commission, etc. The Profit and Lo.ss is the principal 
Nominal A/c. 

How TO Post 

In the first place, it must be remembered that every Debit has 
a Credit, and every Credit has a Debit. There can be no receipt 
without a payment, no purchase without a sale; in other words, 
every commercial transaction must have two entries. 
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Let us suppose a merchant starts business on January ist, 1922, 
with a capital of £2000. The Cash A/c of the business immediately 
becomes indebted to the merchant for the amount^ Assuming 
that the money has left the merchant’s own Personal A/c with the 
business, viz., the Capital A/c, the Journal Entry would be: — 
Cash A/c Dr. £2000 

To Capital A/c Cr. £2000 

On January 2nd the merchant bought goods to the value of 
£200 from Smith on credit; the Receiving A/c, "Goods” would be 
Dr. to Smith.* The Journal Entry would be: — 

Goods A/c Dr. £200 
To Smith Cr. £200 

On January 3rd goods to the value of £160 were sold to Jones 
on credit.* The Journal Entry would be: — 

Jones A/c Dr. £160 
To Goods Cr. £160 

On January 4th goods to the value of £200 were bought for cash. 
The Goods A/c receives this value and is made Dr., while the Cash 
A/c gives, and is made Cr., thus: — 

Goods A/c Dr. £200 

To Cash A/c Cr. £200 

On the 6th January a Banking A/c was opened and £500 was 
paid in. In this case the bank receives the money and is indebted 
to the merchant’s Cash A/c for the amount. The Journal Entry 
would be: - 

Bank A/c Dr. £500 

To Cash A/c Cr. £500 

On the 7lh January the mercliant sold goods to the value of £400 
for cheque £392, allowing 2% discount for prompt pajTnenh 
Proceed thus: Del)it the Bank A/c with the money received (£392), 
Debit the Discount Ajc with the money lost (£8). 
Credit the Goods A/c with the whole amount (£400). 

The Journal Entry would be as follows:— 

Bank A/c Dr. £392 
Discount A/c £8 

To Got)ds A/c Cr. £400 

• No money pas-sed between the parties concern«d, because the goods 
were Ixjught and soUl on credit ; therefore a Money A/c will not be affected 
until the goods are actually paitl for. 
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Form of Journal 





Led. 

Dr. 


Date. 



Fol. - 







/ 

£ 

Jan. I. 

Cash 

Dr. 


2000 



To Capital 




2000 

■ 1 2. 

Goods 

Dr. 


200 



To Smith 




200 

M 3 - 

Jones 

Dr. 


160 



To Goods 




160 

4 - 

(.ioods 

Dr. 


200 



To Cash 




200 

6. 

Bank 

Dr 


500 



To Qish 




500 

Bank 

Dr. 


392 


Discount 

Dr. 


8 



To (ioods 




! 4 f>o 




The Ledger 


1922. 

Dr. 

/.V. 

CAPITAL 

/ our. 

.\CCOUNT 

Jan. I. By Cash .. 

cv. 

. . £2000 

1 an . I . I'o 

Capital 

CASH : 
. . £2000 

ACCOUNT 

Jan. 4. By Goods 
,, 6. ,, Bank . . 

• • £200 

500 

Goods 
Jan. 2. To 

4 - .. 

Smith . . 

Cash 

GOODS 
. . £200 

200 

•?d.. 

ACCOUNT 

Jan. 3. By Jones 

7. ,, Sundries 

. . £160 

400 



R. SMITH S 

ACCOUNT 

Jan. 2. By Goods 

/20(i 

Jan. 3. To 

Goods . . 

H. JONES 
. . £160 

ACCOUNT 


Jan. 6. To 
,) 6. 

Cash 

Goods . . 

BANK 
- • £500 

392 

ACCOUNT 



Losses. DISCOUNT ACCOUNT Cains. 

Jan. 7. To Goods . . . . £ii 
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Cash Book 

This book is specially ruled so that a clear and brief record of 
all receipts and payments of cash at the office and at bank can be 
made with the greatest degree of accuracy. Provision is also made 
for Debit and Credit columns and for Discount items. These 
show all discounts allowed and received in connection wfth a busi- 
ness; it should be noted, however, that when a Cash Book is kept, 
neither Cash nor Bank Accounts are necessary in the Ledger, the 
bidances being carried to the Trial Balance and Balance Sheet 


Petty Cash Book 

The l\'tty Cash Book is kept for the purpose of recording small 
payments made in connection with a business. The Cashier of the 
business hands over to the IVlty Cash Clerk a sum of money which 
is considerial sufficient to meet all small disbursements of the 
office for a certain period. At the ('nd of tliis period a summary 
of the j)ayments made is subinitt(.'d to the Cashier, who sees that 
tlie IT’tty C.asli Book is properly cluaked, and then hands over to 
the Petty Cash Clerk the sum of money necessary to bring the 
Petty ('ash uj) to the amount at which it stood at the beginning 
of the period. This method is known as the " Im})rest System." 



Ana y :]ica , 



: of £50 would be brought dot 



Specimen Cash Book 
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Purchases Day Book 

(Sometimes called the Bought Day Book, or Invoice Book.) 

The Purchases Book is ruled with two money columns; only 
details appear in the inner column, and the totals, for posting 
purposes, are carried to the outer column. 

The total of the Purchases Book is posted monthly to the Debit side 
of the Purchases .1 V in the Ledger. 

1922. PURCHASES BOOK (Form) 


Hayle (.V Co. 


s. 

d. 

1 s. 

d. 

} score of Blankets (r/ 23 - each 

75 

0 

0 



3 Armchairs {a' £5 5s. each 

15 

15 

0 





— 

— 

- 90 15 

0 

Bell vS: Co. 






15 Bedsteads in' £^3 each 

45 

0 

0 



120 Dinner Plates (01 30/- doz. 

15 

0 

0 





— 

— 

60 0 

0 

Goods A/c Dr. 




£150 15 

0 


Sales Book 

(Sometimes called the Day Book, or Sales Journal.) 

This book is ruled in exactly the same manner as the Purchases 
Book. The total of the Sales Bo0k ts posted monthly to the Credit 
side of the Sales Ajc in ike Lcd^f.. .^ * ' ^ 
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Bills Payable and Bills Receivable Books 

These books contain an account of promises of payment made 
to or by a merchant. They are ruled in the following manner: — 


BILLS PAYABLE BOOK (Form) 


To whom No. of Where 
Iliven. Bill. Payable. 


Date 

due. 


I-etlger j Amount. 
Foho. 


Remaras. 


: The Total 
; of this 
\ column is 
I carried to 
I the 
Cr. 

\ side of the 


Bills 

Payable 

A/c. 


BILLS RECEIVABLE BOOK (Form) ' 


Date 

Received. 

From whom 
Received. 

No. of 
Bill 

Where I>ate | I.edRcr 

payable. ' Due Folio. 

Amount, j Remarks. 



I 

i 



The Total | 
of this 
column 
is carried ; 
to the 

Dr. ! 

1 side of the ! 

1 Bills ; 
j Receivable! 

1 A/c. 1 

1 i 
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Returns Inwards and Outwards 

1 In business houses two Returns Books, each ruled with two 
money columns, are usually kept One is for the purpose of 
keeping a record of all goods returned to the firm (Returns 
Inwards Book) , in the other an account is kept of all goods 
returned by the firm (Returns Outwards Book) 

2 When goods are returned to the firm they are entered in their 
Returns Inwards Book, and the Personal A/c of the sender is 
credited 

3 When goods are returned by the firm they are entered in their 
Returns Outwards Book, and the account of the merchant to 
whom they are returned is debited 

4 Only the total of the Returns Inwards Book is earned to the 
Dr side of the Sales A/c or Returns Inwards A/c 

5 Only the total of the Returns Outwards Book is earned to the 
Cr side of the Purchases A/c or Returns Outwards A/c 

By this means the Sales and Purchases A/cs are kept clear of all 
unnecessary details 

Note— When goods are returned outwards, the firm from 
whom the goods were onginally bought send back a “ credit note " 
Conversely when returned goods are received a "credit" note 
IS St nt to the sender 

( redit Notes are usually printed in red to distinguish front 
Invoices 

Lxampies — 

RETURNS INWARDS BOOK 


Date 

Particulaj-s 1 t j 

Details 

Totals 

1922 

Sept 15 

1 Robert Hajle, Cambndge , 

£ ^ d 



Three Curtains returned 

1 not having been ordered 

500 


, 20 

Lufl & Co , Woolwich 1 




j Trunk, damaged in transit | | 

150 



Sales A/c or Returns j 




Inwards A/c Dr 

1 


£^50 
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Examples {continued):— 

LEDGER. 

Sales A/c or Returns Inwards A/c. 


Dr. 



Cr. 

1922 




Sept. 31 

To Returns for £6 5s. 




Sept, as per 

Returns 

Inwards 

Book. 




RETURNS OUTWARDS BOOK. 


Date. 

Particulars. 

L.F. i Details. Totals. 

1922 


! ^ s. d. • £ s. d. 

Sept. 9 

Harris & Co., Norwich. 



120 yds. Balloon Fabric. Not 

\ 


being up to sample 

12 0 0 

M 17 

Morris Bros., Penrith. 



3 Writing Desks. Defective 



finish 

15 0 0 



27 0 0 


Purchases A/c or Returns 



Outwards A/c. Cr. 

£27 0 0 


LEDGER. 

Dr. Purchase A/c or Returns Outwards A/c. Cr. 

1922. 1922. 

Sept. 31 By Returns for ^27 
Sept, as per 

I Returns 

' Outwards Book. 
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Bills 

How TO Post a Bill Payable and a Bill Receivable 
Rule, (a) When you “ Accept ” or " Promise " to pay a Bill within 
a certain time, debit the Person or Firm concerned and 
credit the Bills Payable. 

( 6 ) When a Person or Firm “Accepts” or “Promises” to 
pay you a Bill within a certain time, debit the Bills 
Receivable and credit the Person. 

Example 

Accepted Bird & Co.’s Draft for £200. 

To accept Bird & Co’s draft is a promise to pay him, therefore 
he receives a Bill for £200 which we deliver. 

Debit “Bird & Co’s A/c” and Credit “Bills Payable.” 
Williamson & Co. Accept Draft for £200. 

The firm of Williamson & Co. have accepted draft, in other 
words, they have promised to pay me. I receive a Bill 
Receivable. 

Debit the “Bills Receivable A/c” and Credit “Williamson 
& Co.’s A/c.” 

Note.— “To draw on a person” means to receive a bill. ' 


Negotiable Bills 

It should be explained that these Bills are “negotiable instru- 
ments,” i.e., may be handed from one person to another; the last 
holder will receive the money for the bill. When a bill of this 
description passes freely from one person to another it must be 
“endorsed” by the giver, who thus makes himself responsible for 
payment in the event of the “acceptor” being unable to pay. 

The Balance of the Bills Receivable A/c will appear on the Balance 
Sheet as an Asset. 

The Balance of the Bills Payable A/c will appear on the Balance 
Sheet as a Liability. 



,14 


BOOK-KEEPING FOR SECONDs^T 


Form of a “Draft,” i.e., Before it is Accepted 

No. 7, Glasgow, 

3isf Dec ., 1921. 

;^ 550 . 

Two months after date, pay to me, or my order, the sum of Five Hundred 
and Fifty Pounds sterling, for value received. 

Charles Stirling. 

To Mr. S. Glover, 

570, Petty Cury, 

Cambridge. 


This " Draft " has no intrinsic value as it is only a request to Mr. Glover 
to pay money. When this document is "Accepted" by Mr. Glover, it 
becomes of value, i.t., has power in exchange, and it is then called a "bill " 
or "acceptance." 

Form of a “Bill” or “Acceptance” (B/E.) 

No 7, Glasgow, 

31st Dec,, 1921, 

£330 Due February 28th. 1922^/ / 


Two months after da^pay to nft, or nJy order, the sum 


of Five Hundred 
received. y 


To Mr. S. Glover, 
570, Petty Cury, 
Cambridge 


Fifty Pound^terling, for value 

// 

/ Charles Stirling. 


Form of a “Promissory Note” (P/N) 

570, Petty Cury, 

Cambridge. 
3is< Dec ., U ) 2i . 

Due February 28th, 1922. 


Two months after date, I promise to pay to Mr. Charles Stirling, or 
order, the sum of Five Hundred and Fifty Pounds sterling, for value received. 

S. Glover. 

To Charles Stirling this is a Bill Receivable, and his Journal entry is: — 
Bills Receivable Dr. 

To S. Glover Cr, 

To Sidney Glover this is a Bill Payable, and his Journal entry is : — 

^ j , S. Glover Dr. 

To Bills Payable Cr. 


£350 

Stamp. 
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^ difference Between an ** I.O.U.” and a Promissory Note 

An “I.O.U." is a written document, unstamped, acknowledging a debt, 
and has no “negotiable" value. A Promissory Note is a written promise 
on stamped paper to pay a specified sum at a given date. 

Stamp Duties on Inland Bills 


Not exceeding £5 id. 

£10 2d. 

£^5 3d- 

£50 6d. 

£75 9d. 

£100 .. .. .. IS. 


For every succeeding £100, 


or fraction thereof, is. 


Discounting Bills 

To " discount a bill ” means to receive money for a Bill Receivable 
before it has matured, i.e., before it is due. In these circumstances, 
the receiver of the money must be prepared to lose a little for 
discount. The method of procedure adopted by bankers who deal 
in this form of monetary accommodation is as follows ; — 

Firstly, when a bill is offered to a banker by a customer for 
discount, the first thing the banker has to decide is whether the 
state of the customei’s account will justify the transaction. 
Secondly, the banker will make a confidential enquiry of the 
acceptor’s banker, asking for the latter's opinion of the financial 
and general standing of the acceptor. If the banker is satisfied 
with the result of his enquiries, he will not hesitate " to do business” 
with his customer. The amount deducted for discount is the 
broker's or banker's reward for sei vices and risk-taking. 

Example . — Discounted with bank R. Pask's acceptance for ^loo, 
and received cash £98; discount charged, £2. 

How TO Post 
Bank Dr. £98 
Discount 2 

To Bills Receivable Cr. £100. 

N.B. — It is important to note, that in practice, bankers usually 
credit a customer with the full amount of a bill discounted, debiting 
the customer on the opposite side of the Bank Pass Book with the 
discounting charges. 
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Dishonoured Bills 

A Bill is said to be "dishonoured" when the Acceptor fails to 
pay on the date it becomes due. What should be done in the 
drcumstances ? When the Acceptor gave us the Bill originally, the 
Bills Receivable A/c was debited and the Acceptor's A/c was 
credited. We now reverse the process, i.e., debit the Acceptor's A/c 
and credit the Bills Receivable A/c. In other words, the Acceptor 
is "charged” again with the amount of his debt. If there are any 
Notary Charges, the Acceptor is debited, and the Bank or Cash A/c 
credited with them. 

How TO Post a Bill that has been Dishonoured by a Customer 

Acceptor Dr. (With amount of Bill plus charges.) 

To Bills Receivable Cr. 

„ Bank or Cash Cr. 

Note. — T o "meet," "retire," "redeem," and "honour" a bill 
aU mean to pay when due. 

When a bill is dishonoured by us, debit the Bills Payable 
A/c AND credit the PERSON TO WHOM WE GAVE THE BILL. 

Note, — ^At this point the student is advised to read the notes on; 

"How to Balance the Ledger.” 

"Trial Balance" (see pp. 19, 20). 

The following exercise should be thoroughly mastered at this 


stage by the student: — 

1922. i s. d. 

Jan. I Commenced business with Cash 300 o o 


Debit the Cash A/c with the money received and 
Credit the Capital A/c, because the money 
leaves the Merchant’s "Own Personal A/c 


with the Business. 

5 Bought Goods from D. T. Jones . . . . . . 50 o d 

Debit the Goods A/c and Credit Jones’ A/c. 

5 Sold Goods to J. Dumas 25 o 0 

Debit Dumas and Credit Goods A/c. 
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i 8- d. 

7 Pauf tnto Bank 150 0 0 

Debit Bank and Credit Cash 

10 Paid D T Jones by cheque 49 0 0 

He allowed me discount . 100 


Debit Jones with the whole amount to balance 
his account [To Sundnes] Credit vBank 
with {49 and Credit Discount A/c with £1 
[Gam] 

„ 15 Received Cash from J Dumas 25 0 0 

Debit Cash and Credit Dumas 

„ 17 Value of Goods on hand .. 30 0 0 

Note —The value of goods on hand at the end of the penod 
under consideration must nol be posted until the Tnal Balance 
has been drawn up 


JOURNAL 


Date 

1922 

Jan 1 Cash 

To Capital 
, 5 Goods 

To D T Jones 
„ 5 J Dumas 

To Goods 
„ 7 Bank 

To Cash 
,, 10 D T Jones 

To Bank (cheque) 
,, Discount 

„ 15 Cash 

To J Dumas 



Dr 


i Cr 



£ 

s 

d 

£ s 

d 

Dr 

300 

0 

0 

1 


Cr 




1 300 0 

0 

Dr 

so 

0 

0 



Cl 




j 5^1 0 

0 

Dr 

25 

0 

0 



Cr 





0 

Dr 

150 

0 

0 

j 25 0 


Cr 




150 0 

0 

Dr 

50 

0 

0 



Cr 




49 0 

0 





1 0 

0 

Dr 

25 

0 

0 



Cr 




25 0 

0 


£600 

0 

0 

£600 0 

0 


Note —T/ie value of goods on hand at the end of the period under 
consideration is never journalised, but the amount will be required to 
find Gross Profit or Gross Loss 
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Ledger 

Dr. Fol. Fol, Cr. 

CAPITAL ACCOUNT 


1922. 


1 s. d. 

1922. 


£ 

s. 

d. 

Jan. 31 

To Balance . 

. c/d 306 0 0 

Jan. 1 

By Cash 

300 

0 

0 



M 31 

„ Profit & Loss 

<> 

0 

0 



j^3o6 0 0 

1922. 


£306 

0 

0 




Feb. I 

By Balance b/d £306 

0 

0 



CASH 

ACCOUNT 





1922. 


1 s. d. 

1922. 


£ 

s. 

d. 

Jan. 1 

To Capital 

300 0 0 

Jan. 7 

By Bank 

150 

0 

0 

.. 15 

„ J. Dumas 

25 0 0 

.. 31 

Balance c/d 

175 

0 

0 



£3^5 0 0 



£325 

0 

0 

1922. 








Feb. 

To Balance 

b/d £175 0 0 








(iOODS 

ACCOUNT 





1922. 


i s. cl. 



£ 

s. 

d. 

Jan. 5 

To D. T. Jones 30 0 0 

Jan. 25 

By J , Dumas 

25 

0 

0 

„ 31 

„ Gross Profit 500 

.. 31 

,, Stock on hand 

30 

0 

0 



£5.S « 0 



£.‘>.5 

0 

0 

Feb. I 

To Stock 

b/d £30 0 0 








D. r. JONES'S ACCOUNT 




1922. 



1922. 





Jan. 10 

To Sundries , 

£50 0 0 

Jan. 5 

By Goods , . 

£50 

0 

0 



J. 1)1 MAS’S ACCOUNT 




1922. 



1922. 





Jan. 5 

To Goods 

£23 0 0 

Jan. 15 

By Cash 

£«5 

0 

0 



HANK 

ACCOUNT 





1922. 


£ «■ d. 

1922. 


£ 

s. 

d. 

Jan. 7 

To Cash 

1 30 0 0 

Jan. 10 

By D. T, Jones 

49 

0 

0 




.. 31 

„ Balance ..c/djoi 

0 

0 



£150 0 0 



£150 

0 

0 

1922. 








Feb. 1 

To Balance 

b/d £io] 0 0 








DISCOUNT ACCOUNT 




1922. 



1922. 





Jan. 31 

To P. & 1. 

£100 

Jan. 10 

By D.T. Jones 

£1 

0 

0 



PROFIT AND 

LOSS ACCOUNT 


1922. 


£ s. d. 

1922. 


/ 

s. 

d. 

Jan. 31 

To Net Profit 

. . 600 

Jan. 31 

By Gross Profit 

5 

0 

0 



.. 3* 

„ Discount .. 

I 

0 

0 


it o o 


It 0 0 
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’^Capital Account 
Cash Account 
Goods Account . 
Bank Account 
Discount Account 


TRIAL BALANCE 



Dr . 


Cr . 

; ^ 

s. d. 

; 1 

s. d. 



! 300 

0 0 

! *75 

0 0 



! ^5 

0 0 



lOI 

6 0 

1 




! I 

0 0 

£301 

0 0 

;^ 30 I 

0 0 


BALANCE SHEET 

What the Business OWES . What the Business OWNS . 


Liabilities. 

£ 

s. d. 

.Assets. 

£ 

s. d. 

1922. Capital 

£iOO 


1922. Cash 

• • 175 

0 0 

Add Net 



* Bank . . 

. . 101 

0 0 

Profit 

6 


Goods . . 

.. 30 

0 0 


306 

0 0 





ilot 

0 0 


£306 

0 0 


How to Balance the Ledger 

After the Ledger postings have been proved correct by drawing 
up a Trial Balance, the next thing to do is to Balance the Ledger. 
Order for closing accounts : — 

L Personal and Property A/cs, i.e., accounts which do not 
indicate a profit or a loss. (Accounts such as Bank, Cash, 
Bills, etc.) Close these by finding the difference between 
the Dr. and Cr. side of each account. Then post this 
difference to the side showing the smaller total by writing 
the words “To” or “By” Balance. Next, find the sum 
of each side. If both sides a^ree the “difference" must 
be correct. 

N.B. — Capital to be left untouched until last. 

11. The Goods or Trading A/c is closed next to show Gross 
Profits by entering estimated value of Goods on hand 
at the end of the period on the Credit side. Reason ; Two 
books are bought for 6/-, and one is sold for^f-. Is there a 
profit or a loss? It is impossible to answer this question 
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until we give a value to the one unsold. Jf the estimated value 
of the hook unsold is 3/6 there is a gain of 1/6. This profit, 
together with the profit on Discounts, etc,, is carried to the 
Cr. side of the Profit and Loss AJc, because in hook-keepir^ 
we credit our gains. 

III. Subsidiary A/cs are then posted to the Profit and Loss A/c, 
e.g., Rent, Discount, Commission, Interest, etc. All these 
accounts close to Profit and Loss A/c, and may be either 
gains or losses. 

IV. Profit and Loss A/c. Close this account by carrying 
the Balance to the Capital A/c. 

V. Now close Capital A/c. 

VI. Construct a BaJ^nce Sheet from the Ledger Balances. 


Trial Balance 

Its use. To prove the postings in the Ledger. 

There are two methods by which the postings in the Ledger 
may be checked by means of a Trial Balance: — 

I. Find the sum of the debits and credits in each account, 
and then transfer these sums to the corresponding debit or 
credit side of the Trial Balance, e.g., the total of the Dr. 
side of the Cash A/c will appear on the Dr. side, and the 
total of the Cr. side will appear on the Cr. side of the Trial 
Balance. When all the accounts in the Ledger have been 
treated in this way the totals of both columns of the Trial 
Balance should agree if the Ledger has been posted 
accurately. 

*11. This method is now usually required by the various 

EXAMINING BODIES AND ALL BUSINESS HOUSES. 

Find the differences between the debits and credits of 
each account in the Ledger, and then transfer these 
differences to the Dr. or Cr. side of the Trial Balance, e.g., 
if the Dr. side of the Bank A/c is greater than the Cr. side, 
we should carry this Debit Balance to the Debit side of 
the Trial Balance. If the Cr. side of the Goods A/c is 

* Tlje great advantage of this method is that the Book-keeper will not 
have to deal with so many figures when casting the columns of the T/B. 
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greater than the Dr. side we should carry this Credit 
Balance to the Credit side of the Trial Balance, and so on 
for all the accounts that have balances. When all the 
accounts in the Ledger have been dealt with in this 
manner, the totals of both columns of the Trial Balance 
should agree if the Ledger has been posted accurately. 

It should be noted, however, that although the totals 
of the Trial Balance may agree, it does not always prove 
the accuracy of the accounts for the reason that it will 
not disclose the following errors: — 

1. An amount posted to the right side of the Ledger, 
but in the wrong account. 

2. An error in one of the books of Original Entry such 
as the sale of goods amounting to £63 7s., entered 
in the Sales Book as £6 3s, 7d. 

A Trial Balance may not agree for the following reasons:— 

1. Inaccurate casting or subtraction. 

2. Leaving out a balance altogether. 

3. Neglecting to post an item from the book of 
Original Entry to the Ledger. 

Note. — The Debits in a Trial Balance will consist of Assets and 
Losses. The Credits in a Trial Balance will consist of Liabilities 
and Gains. 


The Balance Sheet 

When all the Ledger accounts have been closed, and the balances 
brought down, a Balance Sheet must be prepared. This is done by 
carrying the “ brought down ” balances of the Ledger accounts to the 
opposite side of the Balance Sheet. Debit balances not transferred 
to the Profit and Loss A/c should be brought down, and these 
represent Assets to appear on the Balance Sheet. Credit balances 
not transferred to the Profit and Loss A/c should be brought down, 
and these represent Liabilities to appear on the Balance Sheet. 
Liabilities are placed on the Left-hand side and Assets on the Right- 
hand side of the Balance Sheet. The words “To,” “By," “Dr.,” and 
“Cr.” should be omitted in the Balance Sheet, because it is not a 
Ledger A/c, but a Statement of Assets and Liabilities showing the 
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financial position of a business on a certain date. It may be said 
that Assets are '‘what a business Owns," and Liabilities "what a 
business Owes." 

The balance of the Balance Sheet, being the difference between 
Assets and Liabilities, should agree with the balance of the Capital 
A/c. If the Assets exceed the Liabilities, the difference will be 
shown on the Cr. side of the Capital A/c. 

A business is said to be solvent when it can pay, and insolvent 
when it is unable to pay, all just debts. When the Liabilities of a 
business are greater than the Assets, the excess is called " Deficiency." 

With regard to the order in which the Liabilities and Assets 
shpuld be stated on a Balance Sheet, it would seem that there is no 
law whatever, and the practice of the best accountants varies in 
many respects. Generally speaking, in marshalling or arranging 
the order of Assets on a Balance Sheet, fixed Assets should be placed 
first, followed by those not readily realisable, Bank Balance appearing 
last. 

The term Balance Sheet is sometimes erroneously applied to 
what are really statements of receipts and payments, as in the case 
of the accounts of charitable institutions ; these naturally take the 
form of a statement of Income and Expenditure for a period. No 
account covering a period of time, and not exhibiting the position 
of affairs at a particular date, can properly be termed a Balance 
Sheet. 


Suggested Order of Accounts in the 
Balance Sheet 


Liabiliiies. 

Bank (Overdraft). 

Bills Payable. 

Sundry Creditors. 

Small Outstanding A/cs. 
Reserve Fund A/c. 
Capitals or Capital. 


Money A/cs. 

Bills Receivable. 
Reserve (Investment). 
Sundry Debtors. 
Payments in advance. 
Stock. 

Property. 

Goodwill. 
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Consignments Outwards 

This term is, as a rule, applied to shipments of goods from one 
place to another. The goods are shipped on the merchant’s own 
account and risk to a person who acts as agent for the sale of the 
Goods on Conunission. As the venture is entirely at the merchant's 
own risk, he must debit his business with the cost of the goods. 
This is done by opening an account in the Ledger under the title of 
“Consignment” or “Adventure.” This account must also be 
debited with all the charges incurred in connection with the consign- 
ment. 

Example 

Dec. loth. Consigned to Turin, Goods for Sale on Commis- 
sion. {Vide Cambridge Senior Local Examination, 
1921.) 

How TO Post 

(a) Consignment to Turin A/c. Dr. 1^942. 

To Goods or Sales A/c. Cr. £ 94 ^' 

{b) When expenses such as Freight, Insurance, Dock Charges, etc. . 
are paid on such a Consignment, debit Consignment or Adven- 
ture A/c and credit Bank A/c. 

(c) When the Consignment has been sold and the proceeds received, 
debit Bank and credit Consignment. 

{d) As it is necessary to find our profit or loss on the transaction, 
we must close the balance of Consignment to the Profit and 
Loss A/c. 

(e) Should a part of a Consignment remain unsold at the time 0 
balancing accounts, the cost price only of such goods must 
appear on the Balance Sheet as an Asset. 

Consignment to Turin A/c 

1920. Dr. I s. d. 1920. Cr. i s. d. 

Dec. 10 To Stock . . 942 o o Dec. 20 By Cash . . 1056 o 0 

„ II „ Cash .. 42 o o 

31 P. &L. 72 o o 


^^1056 o o 


;^io 56 o o 
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Consignment Inwards 

This term is used when we receive Goods to sell on Commission 
for another. 

How TO Post 

(tf) On receiving a Consignment of Goods to sell on Commission for 
another person, we should at once debit the Owner’s Consign- 
ment A/c, and credit his Personal A/c. 

(b) When expenses are paid on such a Consignment, we debit the 
Owner’s Personal A/c and credit Cash or Bank. 

(c) When we sell the Consignor’s Goods, we must debit the persons 
to whom the goods were sold. 

(i) As we are entitled to Commission for our services in connection 
with the sale of the Goods, we debit the Owner’s Personal A/c 
and credit Commission. 

(«) Our next step is to transfer the balance of the Owner’s Con- 
signment A/c to the Owner’s Personal A/c. 

Mercantile Firms 

A firm usually consists of two or more individuals carrying on 
business in partnership. But it should be noted that while a firm 
may have as many as twenty persons in the partnership, a banking 
business -cannot have more than ten. 

There are two kinds of partners, active and dormant. Active 
partners are those who are actually engaged in carrying on a business. 
Dormant partners, who are also known as sleeping or silent partners, 
are persons who are publicly known as partners, but who taike no 
active part in the business At the same time, they share in the 
profits, and are equally responsible to the creditors of the firm. 
Each partner is entitled to share m the firm’s profits according to- 
the terms of his agreement, and each is, of course, liable for the debts 
and obligations the firm incurs while he is a partner. That is to 
say, each partner must pay his share of the firm’s debts, and his 
liability for these is unlimited. 

Note.—A shareholder’s iJkbility is limited to the amount {if any) 
remaining unpaid on his shares. 

When a partnership has been arranged, separate accounts must 
be opened in the Ledger for each partner, and credited with the 
individual sums brought into the business. Goodwill payable by 
an incoming Partner should be debited to the Goodwill A/c and 
credited to the original owner of the business. 
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Outstanding Accounts 

An Outstanding A/c should be opened when a sum of mcm^ is 
“due" or “not paid," e.g., Rent, Wages and Insurance due. 

How TO Post 
Rent A/c Dr. s 

To Rent Outstanding A/c Cr. 

Wages A/c Dr. 

To Wages Outstanding A/c Cr. 

Insurance A/c Dr. 

To Insurance Outstanding A/c Cr. 

Rent, Wages and Insurance close to Profit and Loss in the 
ordinary way, and the Outstanding A/cs will appear among the 
Liabilities on the Balance Sheet. 

Where pajonents have been made in advance such as Rates, 
Insurance, Advertising, etc., these accounts should be credited and 
“Payments in Advance" debited, the total of this latter account 
appearing on the Balance Sheet as an Asset. 

Bad Debts 

In the event of a merchant beir.g unable to secure payment for 
an account due to him, or if he can only get part payment, owing 
to his customer’s bankruptcy, or perhaps from some other cause, 
the amount he loses is termed a Bad Debt. 

If a Debtor is unable to pay his debts in full he is said to be 
insolvent. What can he do ? In all probability he will take steps 
to make an arrangement with his Creditors, with a view to a settle- 
ment of his outstanding accounts. If the arrangement is satis- 
factory to liis Creditors, they agree to accept so much in the £ in 
order to settle the account. This offer to pay a proportion of the 
amount owing to the Creditors is called a Composition. It some- 
times happens that Creditors will refuse to accept a Composition, 
with the result that the Debtor is declared bankrupt. A trustee is 
then appointed, who takes possession Ibf the debtor’s property on 
behalf of the Creditors, and realises it. The proceeds of the sale of 
the Debtor’s Assets are divided amongst the Creditors. 

Example . — 

M. Ambrose (a debtor) owes me £35 los. ; he becomes insolvent 
(i.e. , unable to pay all just debts), and offers me a compo- 
sition of 10/- in the £. If this offer is accepted I receive 
in cash £17 15s., and the balance of £17 15s. is a loss. 
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We must now Debit the Cash or Bank A/c with the money 
received, debit the Profit and Loss A/c or Bad Debts A/c {because 
Bad Debts A/c is subsidiary to Profit and Loss) with the loss sus- 
tained and Credit Ambrose with the whole amount to settle the 
account. 

How TO Post 
Cash Dr. £iy 15s. 

Profit and Loss or Bad Debts A/c Dr. £iy 15s. 

To M. Ambrose Cr. £35 

There are three methods of dealing with an insolvent debtor: — 

1 . Deed of Composition. 

11 . Ordinary Deed of Assignment. (Assignment, the transfer 
of property from one person to another, the latter party 
being termed the "Assignee.") 

III. Bankruptcy. 

Often there is no Deed of Composition or Bankruptcy, but a Deed 
of Assignment is executed. 

Note. — Should the amount so written off as a Bad Debt be 
subsequently recovered, the Profit and Loss A/c must be credited, 
and the Cash A/c debited with the £17 15s. No entry should be 
made in the Personal A/c, i.e., M. Ambrose’s A/c. Alternative 
method : When a Bad Debt which has been written off is recovered, 
the Debtor's Personal A/c may be debited through the Journal, 
and Bad Debts A/c credited. The Personal Ledger A/c will be 
closed by posting up the cash received from the Cash Book. 


Joint Speculations 

A Joint A/c is opened in the Ledger when two merchants enter 
into a trading speculation, in which they jointly share the advant- 
ages and risks. In practice, the management is usually entrusted 
to one of them, who will keep a record of all the transactions con- 
nected with the undertaking, in accordance with the terms of the 
partnership. When the profit is ascertained he will credit his 
partner with the share of the profit due to him, and his own Profit 
and Loss will be credited with its share. 
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Example : — 

£ 

Jan. I 

Bought from R. Walsh on Joint A/c and equal shares with 


E. Eastwood 

*75 

.. 7 

Paid by cheque Sundry Charges in connection with the 


Venture 

12 

M *2 

Sold a portion of the Goods on Joint A/c to M. Ridgeon . . 

175 

„ 20 

Paid R. Walsh by cheque 

275 

.. 27 

Sold remainder of Goods on Joint A/c to T. Frost 

150 

The following Ledger A/cs will show the method of finding the 

profit on the Venture : — 


Dr. 

JOINT ACCOUNT 

Cr. 


1 

£ 

Jan. 1 

To R. Walsh .. 275 Jan. 12 By M. Ridgeon . 

• t 75 

.. 7 

„ Bank .. ..12 27 T. Frost 

. 150 

M 31 

,, E. Eastwood 19 


.. 31 

,, Profit & Loss . . 19 



£5^5 

£ii 5 


E. Eastwood’s A/c 



Jan. 31 By Joint A/c 

£^9 


Profit and Loss A/c 



Jan. 31 By Joint A/c 

• £^9 


Contracts 

A Contract is an agreement to perform a particular piece of work 
(often within a specified time) for a certain sum of money. These 
contracts are generally confined to builders and contractors. 

As in the case of Consignments and Joint A/cs, it is desirable 
that the profit or loss on each contract should be ascertained. This 
is done by the following method : — 

1. Debit each Contract A/c with the value of the materials 
supplied and with all the expenses incurred, such as cartage, 
wages, etc. 

2. The Contract should be credited with the amounts received 
in payment. 

3. When complete, the balance of the account will represent a 
profit or a loss. 

4. If the Contract is not complete at the time of balancing the 
books, the balance will be transferred to the Balance Sheet as 
an Asset. 

Note. — Open a separate account for each Contract, e.g., “Con- 
tract No. I," and so on. 
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Example : — £ s. d. 

•Jan. 9 Took contract for Hutments No. 37. , .. .. 625 o 0 

„ 10 Idaterials supplied. Contract 37 132 3 9 

„ 14 Drew cheque for Wages . . 26 i 8 

„ 23 Received Instalment 175 o o 

„ 28 Drew cheque for Wages 11522 

„ 31 Materials supplied 79 18 9 

Dr. . CONTRACT 37 (Form) Cr. 

£ 8. d. £ 8. d. 

Jan. 10 To Materials 132 3 9 Jan. 23 By Bank ..175 o 0 

„ 14 „ Bank . . 26 i 8 „ 31 .. Balance 178 6 4 

„ 28 „ Bank . . 1 1 5 2 2 c/d 

„ 31 „ Materials 79 18 9 


£353 6 4 ;^353 6 4 


Feb. I To Balance 

b/(l £178 6 4 

Goodwill 

This is a matter which invariably arises in connection with 
Partnership. It has been said that “ it is the probability that the 
old customers will resort to the old place." As a matter of fact 
“goodwill" is the estimated value of a business connection and 
reputation, generally based on a certain number of years purchase 
of the profits earned, usually two to three years profits. 

The balance of Goodwill A/c is carried to the Balance Sheet, 
and must appear on the Asset side. 

Bad Debts Reserve, or Reserve for Bad Debts 

The phrase, “to make provision for Bad Debts,” frequently 
occurs in book-keeping, and should be thoroughly understood by 
the student. It may be said that in a “going concern,” it is neces- 
sary to reserve a portion of the profits for the purpose of meeting 
the bad debts which are constantly in evidence during the course of 
a normal business period. The amount of this reserve is usually 
calculated on the amount of sundry debtors. 

How TO Post 
Bad Debts Dr. 

To Bad Debts Reserve Cr. 


* When 3rou enter into a contract, make mo entry. 
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Bad Debts A/c doses to Profit and Loss A/c. Bad Debts 
Rwerve A/c doses to balance, and will appear on the Asset side of 
the Balance Sheet as a deduction from Sundry Debtors. 


Plant and Property Accounts 

When expenditure is incurred in the purchase or extension of 
business premises on plant and machinery, each account must be 
debited with its respective amount. 

It is important to note that provision is made periodically for 
depreciation, i.e., wear and tear, on these Assets, and is "written off" 
by crediting the account concerned with the amount ascertained. 

Expenses and repairs necessary for the general upkeep of a 
business are debited to the Profit and Loss A/c. 


Reserve Fund 

A Reserve Fund is a fund created out of profits to meet possi- 
bilities and contingencies. In the case of a Limited Company, it 
could be used for equalisation of dividend, or to meet some extra- 
ordinary loss, e.g., on sale of machinery or property. This fund is 
created by debiting the Net Profit A/c, and creating a Reserve 
Fund A/c. A Reserve Fund should be shown on the Liabilities side 
of the Balance Sheet. If the amount of the Reserve Fund is 
specifically invested outside the business (a course which has much 
in its favour), the investments will appear on the Asset side, and 
should be headed " Investment on Account of Reserve Fund ” (see 
contra). 

Points to be Remembered in Connection 
with the Trading Account 

1. {a) All items entered on the Debit side of the Trading A/c 

and Profit and Loss A/c will appear on the Debit side 
of the Trial Balance. 

{b) All items entered on the Credit side of the Trading A/c 
and Profit and Loss A/c will appear on the Credit side 
of the Trial Balance. 
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IL If the amount expended on Advertising, Printing, Gas, 
Fuel, etc., be large, post to the Trading A/c; but if the 
amount be small, post to the Profit and Loss A/c. When 
the student is in doubt, he should post to the Profit and 
Loss A/c. 

III. The Trading A/c must be debited with anything that 
tends to increase the cost of production. 

IV. The value of stock on hand at the beginning of the period 
will appear on the Debtor side of the Trial Balance, as this 
is one of the commencing Ledger Balances. The value 
of the stock at the end of the period will not be shown in 
the Trial Balance, but will, after the Trial Balance has 
shown that the books have been properly balanced, be 
entered on the Credit side of the Trading A/c, and also .on 
the Assets side of the Balance Sheet. 

V. If "Wages and Salaries," "Wages and Expenses,” are 
joined in one account, they should be entered in the Profit 
and Loss A/c. If the "Wages and Salaries" and "Wages 
and Expenses” are separated, place the "Wages” in the 
Trading A/c and "Salaries" and "Expenses" in the 
Profit and Loss A/c. 



Specimen Trading Profit & Loss A/cs and Balance Sheet 
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Capital A/c 
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4 o I 
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Drawings of Partners 

Drawings of Partners are those sums which are withdrawn by 
them from the business for their own private use. These sums 
should not be debited to their Capital A/c, but to a Subsidiary A/c, 
known as the Drawings A/c. Each partner should have his own 
Drawings A/c. 


Current Account 

A Current A/c shows in detail all sums withdrawn, all entries in 
respect of Interest on Capital and Drawings, and the Profit and Loss 
sustained during the period under consideration. By this means 
the Capital A/c is kept clear of details. Drawings and Current A/c 
are closed in the ordinary manner; but being Subsidiary to the 
Capital A/cs, the difference of each must be transferred to the 
Capital A/c concerned. 

Note. — ^Debit side of Current A/c should show Interest on 
Drawings. Credit side of Current A/c should show Interest on 
Capital. 


Subsidiary Accounts to Profit and Loss 
Account 


Rent. 
Discount. 
Interest. 
Bad Debts. 


Depreciation. 

Commission. 

Repairs. 

Expenses. 


Partner's Salary (must alw'ays be charged to Profit and Loss A/c). 


Definitions 

Trade Discount. — An allowance to “the trade.” 

Cash Discount. — ^An allowance for prompt payment. 

Bill Discount. — A n amount which is charged by bankers for 
cashing bills before maturity. 

Rent. — If any particular form of capital is borrowed, e.g., machines, 
buildings, etc., we call the payment for its use not “ interest,” 
but “hire,” or “rent.” 
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Commission. — An agent's profit for affecting a sale on a merchant's 
account. Commission can be either "earned" or "paid 
away." 

Depreciation. — A periodical deduction in respect of the diminished 
value of any form of property caused by wear and tear, and 
obsolescence. 


Preliminary Expenses 

iyide R.S.A. Examination for 1914). 

These expenses usually comprise some or all of the following: — 
(a) Stamp Duty. 

(J) Cost of printing and circulating the prospectus of a company. 

(c) Cost of advertising the prospectus. 

(d) Legal fees. 

(e) Postage in connection with the above. 

All these expenses are incurred on the formation of a company. 
They are treated in a special manner in the accounts of a company, 
being debited to an account called "Preliminary Expenses A/c." 
This account is regarded temporarily as an Asset, but is written off 
to the Profit and Loss A/c as soon as possible, in instalments spread 
over the first three or four years of the company’s existence. 


Correct Order of Accounts in the Ledger 

I. Capital A/c. 

11 . Drawings or Current A/c. 

III. Money A/cs. 

IV. Bills Receivable and Bills Payable A/c. 

V. Personal A/cs. 

VI. Property A/cs. 

VII. Goods and Consignment A/cs. 

Note. — It will.be found that Journal paper is more convenient 
for the setting out of Trading and Profit and Loss A/cs. There will 
be more room for the formation of figures and the extending of 
totals. 
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Commercial Questions with Answers 

What is a Bill of Exchange? How is it distinguished from a 
cheque? 

Answer. Bills of Exchange used for international exchange are 
bills showing that goods have passed or exchanged. A bill repre- 
sents that goods are in transit, and is an order from A to B to pay a 
sum to either himself or to a third party C at some future date at a 
place named. It has therefore two principal functions, time and 
place. A bill is said to be accepted when the person on whom it is 
drawn signs his name at the bottom. A Bill of Exchange is stamped 
ad valorem (according to value). A cheque is a draft with a ad. 
stamp impressed thereon, drawn on a bank, and payable on demand. 

Order Cheques. Must be endorsed, i.e., the persons in whose 
favour they are drawn must write their names on the back thereof. 

Bearer Cheques. Transferable without endorsation, and payable 
to any one who presents them. 

Crossed Cheques. Have two lines drawn across them transversely 
with or without the words “ & Co.” between. The persons to whom" 
these cheques are sent can only obtain payment of them through 
their own bankers. 

Carefully define the Bank Rate. 

Answer. The Bank Rate is the Official Minimum Rate at which 
the Bank of England will discount fine bills, i.e., sound bills. The 
published rate of the Bank of England has great influence over the 
Market Rate of Discount. 

Are Closing Entries necessary ? 

Answer. It would appear, from recent investigations, that 
these are seldom required now in commercial examinations and 
business houses. Closing Entries are entered in the Journal, and 
are made to close all Ledger Accounts relating to Profit and Loss. 

What are the advantages of Bills of Exchange to commercial 
men? 

Answer. Bills are: — 

(a) Simple devices for financing commerce. 
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(b) Economical mediums of exchange. 

(c) The means of facilitating trade by raising trade credit, 

^and so supply cash. 

((^) Ideal investments for commercial banks. 

What is meant by the Market Rate of Discount? What are 
the principal causes of its fluctuations? 

Answer. The discounting of bills is one of the most important 
features of the work of a bank. The rate of d^count, over which 
the published rate of the Bank of England has great influence, is 
determined by the amount of money available for loans compared 
with the amount sought by those who need advances. The state of 
tihe Bank Reserve, i.e., the actual coin available in case of an un- 
expected series of demands, is usually an adequate indication of the 
money market. When the holder of a B/E desires payment 
of it without waiting until the day of payment, he sells the bill at a 
price less than its face value. He parts with future property for 
present money. The difference between the face value and the 
jamount received for the bill is the discount. The rate of discount 
is decided by the state of the money market, the Bank of England 
Rate, the length of the time the bill has to run, and especially by 
the commercial standing of the parties to the bill, that is, the 
drawer, the acceptor, and the indorser, if any. 

What is a Limited Liability Company? 

Answer. A Company is a number of persons carrying on busi- 
ness under a joint name or title. The word “limited” after the 
title means that the individual shareholders are liable for debts to 
the extent of any amount remaining unpaid on the shares they hold. 

What is an Investment Account? 

Answer. An Investment A/c is an account which is debited 
with all the sums of money invested in stocks and shares and 
property. Dividends or rents received must be credited to the 
Profit and Loss A/c. 

Note. 

(a) In the event of any of these Assets being sold, the balance 
of the Investment A/c will represent a profit or a loss, an|! 
must be transferred to the Profit and Loss A/c. 
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(6) If these Assets are unsold, the balance of the accounts must 
appear in the Balance Sheet. 

What is an Appropriation Account? 

Answer. This account is usually prepared for the purpose of 
showing the application of the net profit. The Appropriation A/c 
is credited with the Net Profit brought forward from the Profit and 
Loss A/c, or Revenue A/c. This account should also be credited 
wnth imdivided profit brought forward from the previous account. 

The Dr. side of the Appropriation A/c shows the following items: 
Reserve Fund. 

Dividends to be paid. 

Balance carried forward to the next account. 

An Appropriation A/c is rarely used but for Limited CompaniSi. 

What is a Suspense kjO 

Answer. This account is opened in the Ledger for the purpose 
of posting any items about which there is any doubt. 

Example: — Received a £io Bank of England note from an un- 
known correspondent. 

How TO Post 
Cash A/c Dr 

To Suspense A/c Cr. 

When the sender's name has been ascertained debit the Suspense 
A/c and credit the sender. In the meantime the Suspense A/c will 
appear on the Balance Sheet. 

Carefully define the functions of Credit. 

Answer. Credit may be defined as “the life blood of modern 
commerce “ 

I. Facilitates the transfer of Capital, so that Capital does not 
lie idle. 

II. Stimulates production. 

III. Lessens the number of idle persons. 

IV. Renders possible undertakings of great magnitude. 

V. Defers payments to times convenient for making them. 

VI. Enables a cheaper currency. 

VIL Tides people over periods of misfortune. 
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Dangers:-— 

1 . Disguises weakness. An employer sometimes carries on a 
losing trade with borrowed capital. 

II. Stimulates speculation. 

III. Permits competition to be carried on at a low level of 

morality. 

IV. May create a practical monopoly. 

Inflation of credit would tend to raise prices. 

Credit meaning reputation for solvency, is, of course, not capital. 
It resembles such things as honesty, industry, etc., which are not 
wealth. It consists of the transfer of wealth or capital from one 
person to another. But to transfer is not to create. Credit can no 
more create wealth than exchange can create commodities. As 
John Stuart Mill has characteristically put it, "Credit is simply 
permission to use the capital of others." 

Carefully explain what is meant by a Reconciliation Statement. 

Answer. It will be found that the balance shown in the Bank 
Pass Book will not usually agree with the bank balance shown in the 
Cash Book. This difference arises from the fact that some cheques 
issued by the trader to his creditors may not have been presented 
to the bank for payment at the time the Pass Book was written up, 
and therefore do not appear on the Cr. side ; or because Scotch and 
Iri,^ cheques paid into ti e bank have not yet been collected, and 
therefore do not appear on the Dr. side. In these circumstances, 
the cashier should draw up a Reconciliation Statement, the details 


of which should be written at the foot of the Cash Book thus 



Bank Reconciliation Statement, 

May 3 1 ST, 

1922 




£ 

s. 

d. £ 

s. 

d. 

Balance as per Bank Pass Book 

Deduct cheques drawn but not yet debited — 



618 

10 

9 

Warren & Sons 

. . 12 

19 

9 



Finch & Co 

8 

7 

6 



Mitchell Bros. 

53 

2 

I 








4 




544 

I 

5 

Add cheques paid in but not yet credited — 






Sunson, Edinburgh . . 

. . 190 

0 

0 



Armour, Belfast 

80 

II 

7 






— 270 

** 

7 

Balance as per Cash Book . . 



^814 13 

0 
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Easy Exercises for Beginners 

EXERCISE I 


Make out a Cash Book for the following transactions. All pay- 
ments made and amounts received by cheque are Bank items ; — 


1922. 



£ 

s. 

d. 

July I 

Cash in hand 


196 

8 

9 

.. 2 

Paid into Bank . . 


175 

0 

0 

3 

Received a cheque for Goods sold 


7 

16 

3 

.. 4 

Bought Goods and paid by cheque 


8 

17 

6 

5 

Paid salaries in Cash 


6 

5 

0 

6 

Sold Goods for Cash 


12 

12 

3 

7 

Bought Goods for Cash . . 


16 

2 

9 

„ 8 

Drew cheque for Office Cash . . 


10 

0 

0 

9 

Drew for my own private use, in Cash 


10 

0 

0 

12 

Paid for expenses, in Cash 


7 

10 

0 


EXERCISE II 





Make out E. Pittman’s account from the following:- 

- 



1922. 



£ 

s. 

cl. 

July I 

I owe him 


25 

0 

0 

.. 2 

Bought Goods from him 


24 

0 

0 

3 

Paid him a cheque 


32 

0 

0 

4 

He allowed me discount 


I 

15 

0 

1. 5 

Bought Goods from him 


30 

0 

0 

6 

Returned Goods to him 


5 

10 

0 

.. 10 

Paid him cash 


12 

0 

0 

.. 12 

He allowed me discount 


I 

0 

0 


EXERCISE III 





You 

are required to make out a Bought Book from the following 

transactions, and post to the Ledger; — 





1922. 



£ 

s. 

d. 

Aug. I 

Bought Goods from R. Mason 


40 

0 

0 

M 5 

,, ,, P. Smith 


19 

0 

0 

.. 7 

,, „ M. Eastwood 


8 

10 

0 

.. 8 

,, ,, C. Whitmore 


15 

10 

0 

.. 10 

,, ,, H. Dumas 


6 

7 

0 

12 

P. Pask .. 


9 

10 

0 


EXERCISE IV 





Make out a Sales Book from the following transactions, and post 

to the Ledger: — 





1922. 



£ 

s. 

d. 

Sept. I 

Sold Goods to M. Steam 


5 

6 

2 

M 4 

„ ,, A. Robinson . . 


9 

10 

0 

M 5 

„ „ H. Mason 


15 

lO 

0 

M 6 

„ ,, C. Nice 


120 

16 

0 

7 

„ S. Yelland 


9 

9 

5 
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EXERCISE V 



Journalise the following transactions; — 





1922. 



1 

s. 

d. 

July 

I 

Commenced business with Cash 


275 

0 

0 

3 

Bought of S. Smith 


25 

0 

0 


4 

,, „ J. Jones 


56 

0 

0 


5 

Sold Goods to 0. French 


38 

0 

0 


7 

,, „ A. Mutton 


21 

0 

0 


10 

Paid Cash to S. Smith . . 


25 

0 

0 


12 

Bought Goods from J. Jones . . 


39 

0 

0 


15 

Sold Goods to 0. French 


27 

0 

0 


17 

Received Cash from O. French 


50 

0 

0 


18 

Paid J. Jones 


60 

0 

0 


19 

Received from A. Mutton 


21 

0 

0 


22 

„ „ 0. French 


15 

0 

0 


24 

Bought Goods for Cash 


40 

0 

0 


25 

Sold Goods to M. Cherry for Cash 


32 

0 

0 


26 

Paid J. Jones . . ! 


30 

0 

0 


27 

Bought Goods off H. Matthews 


100 

0 

0 


28 

Paid H. Matthews Cash on Account . . 


32 

10 

0 


31 

Lent at 6 % interest to L. Tavener . . 


50 

0 

0 



EXERCISE VI 






After journalising the following transactions, post to the Ledger, 

draw up 

a Trial Balance and Balance Sheet: — 





1922. 



1 

s. 

d. 

July 

I 

Balance at Bank, £292 . Other Ledger Balances ; 






Bills Payable, £^22 ; Bills Receivable, £121 ; 






Cash, £ii\ Goods, ;^;i28. 





,, 

2 

Sold to H. Ramsey, CJotxls 


61 

0 

0 

,, 

5 

Drew cheque for Petty Cash . . 


10 

0 

0 



Bought of B. Williams . . 


140 

0 

0 



Sold to J. Ireland 


45 

0 

0 



Paid into Bank . . 


33 

0 

0 

„ 

10 

Received of H, Ramsey his acceptance at one 






month to balance account. . 


60 

0 

0 


10 

Sold to T, Roberts, Goods 


33 

0 

0 


10 

Bought of C. Lewis, Goods 


212 

0 

0 

,, 

12 

Accepted draft of B. Williams . . 


140 

0 

0 

,, 

12 

Paid into my account by J. Ireland.. 


45 

0 

0 



Paid C. Lewis by Cheque 


150 

0 

0 

,, 

15 

Phillips & Co.’s draft due this day paid at 

Bank 

322 

0 

0 

,, 

20 

Paid into Bank for discount — 







H. Ramsey’s acceptance . . 

60 1 

91 





T. Roberts’ acceptance . . 

3ii 





Discount , . 



4 

0 


i6 o 
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July 31 Accepted draft of C. Lewis at one month I s. d. 

(discount ;^to) 52 o o 

Paid petty expenses 700 

Goods on hand at the end of the month . . 400 o o 


Partnerships 

EXERCISE VII 

North and South are in partnership under the style of North, 
South & Co. They share profits and losses equally, and have agreed 
that 5 per cent, interest shall be credited upon their respective capital 
from profits prior to division thereof. 

Plant A/c is depreciated by 10 per cent, per annum.* 

A Provision of 5 per cent, must be created for bad and doubtful 
debts. 

Value of Stock on 31st December, 1921, was £2000. 

From the followng Trial Balance make the necessary closing 
entries and draw up Trading and Profit and Loss A/cs and Balance 
Sheet : — 

Dr. Cr. 



£ 

s. 

d. 1 £ 

s. 

d. 

North’s Capital A/c (Jan. 1, 1921) ^ 



1 4000 

0 

0 

South’s 



1000 

0 

0 

Stock , . . . . . . . . . ’ 

1900 

0 

0 



Reserve for Bad and Doubtful Debts 



225 

0 

0 

Purcha.ses A/c 

6425 

0 

0 1 



Sundry Debtors 

7420 

0 

0 j 



Trade Expenses 

237 

10 

0 i 



Office ,, 

47 

10 

0 1 



Plant A/c 

525 

0 

0 1 



Discounts A/c . . 

60 

0 

0 i 



Salaries A/c 

236 10 

0 I 



Rent. Rates and Taxes A/c 

191 

0 

0 i 



Sundry Creditors 



.5475 

0 

0 

Sales A/c 



11400 

0 

0 

Buildings A/c 

2625 

0 

0 



Repairs A/c 

49 

0 

0 



North's Drawings A/c (including 






interest) 

416 

0 

0 



South's „ 

250 

0 

0 



Wages A/c 

1240 

0 

0 1 



Cash at Bank 

472 

10 

0 



„ in hand 

5 

0 

0 j 




(See fully-worked key, pp. 82, 84) : ;^22ioo o o ' £22100 o o 



42 


BOOK-KEEPING FOR SECONDARY 


EXERCISE VIII 

H. Stirling and P. Addison are partners, with equal shares in the 
business. Their balances on 31st March were; — 

Cr. Dr. 

£ s. d. £ s. d. 

M. Frost . . . . 232 16 10 Cash . . . . 86 15 8 

O. Jackson . . 72 4 6 Bank . . . . 325 10 o 

B. Allen . . . . 162 3 4 Goods . . . . 728 6 2 

Rent . . . . 40 5 o Bills Receivable (B. 

Black’s Accept- 
ance) . . , . 72 8 4 

On ist April they recommenced business, and the following 
transactions took place : — 

£ s. d. 

April 2 Sold Goods to N. Whitmore 114 6 7 

2 Bought Goods of H. Johnson.. .. .. 73 2 4 

,, 4 Accepted M. Frost's draft to close account . . 230 5 o 

,, 6 Bought Goods from O. Jackson . . , . 124 7 2 

6 Paid Rent by cheque . . . . . . . . 40 3 o 

,, 8 Forwarded to H. Johnson in full discharge of 

our debt. Bill Receivable 72 8 4 

9 Set aside for petty cash 20 o o 

II Paid for stationery, stamps, etc., from Petty 

Cash .. .. .. .. .. .. 279 

,, 13 Received of N, Whitmore cheque on account. . 50 o o 

,, 13 Obtained new cheque from Bank . . . . 84 

,, 15 Sold Goods to F. Arthur . . . . . . 297 4 2 

,, 15 Paid N. Whitmore’s cheque into Bank . . 50 o o 

, , 16 Returned to O. J ackson part of goods purchased 

on 6th April, they not being up to sample 762 
,, 16 H. Johnson has returned to us B/R, which we 

remitted to him on the 8th inst., it having 
been dishonoured, we have therefore sent 
him a cheque for . . . . . . . . 72 8 4 

,, 16 Paid notarial charges on dislionoured accept- 
ance 50 

,, 17 Accepted O. Jackson’s draft, ^^50, and gave him 

a cheque /50 . . . . . . . . 100 o o 

,, 19 B. Black has sent us a cheque in payment of his 

dishonoured bill and charges . . . . 72 13 4 

,, 19 Paid into Bank 80 o o 

,, 20 H. Stirling drew for private use . . . . 100 o o 

,, 26 Retired our acceptance to M. Frost, paid by 

cheque 227 15 o 

„ 26 Sold Go^s to H. Johnson 162 7 3 

,, 28 Bought Goods of H. London 247 o o 
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April 29 Having sold tlie goods purchased of H. London I s. d. 
to M. Adams for ^276 los., we have in- # 
structed the former to deliver the goods 


to the latter. 

„ 30 Paid Rates and Taxes from Petty Cash . . 432 

,, 30 Paid salary of Clerk 500 

,, 30 Value of goods on hand 447 3 7 

i s. d. 

Answer, Gain on Goods . . 132 2 i 

H. Stirling’s net gain . . . . 62 19 4 

P. Addison’s „ • • 62 19 4 

H. Stirling’s net cap 315 14 7 

P. Addison’s „ „ .. .. 415 14 7 


EXERCISE IX 

J. West and W. Cornwall enter into Partnership on the 1st April. 
The Balance of the Profit and Loss A/c is to be divided thus: — To 
J. West, i: to W. Cornwall, i 


i4sse<5. / s. d. Liabilities. 

£ 

s. 

d. 

Cash 

140 13 4 Rutland & Co. . . 

125 

0 

0 

Bank 

. . 1910 0 0 Bills Payable 

165 

13 

4 

Goods 

. . 690 00 J. West’s Capital . . 

2000 

0 

0 

Bills Receivable . . 550 0 0 W. Cornwall’s 

Capital 

1000 

0 

0 

1922. 


£ 

s. 

d. 

June 1 

Advanced to Petty Cash 

5 

0 

0 

I 

Bought of Rutland Sc Co., Goods 

227 

10 

6 

,, I 

Sold to S. Norman, Goods 

68 

15 

0 

.. 3 

Bills Receivable, No. i, paid at Bank 

150 

0 

0 

.. 10 

Paid by cheque to redeem my Promissory Note 

65 

13 

4 

July 10 

Sold to L. Maitland, Goods . . 

72 

10 

0 

15 

.Bought of W, Cecil, Machinery 

1000 

0 

0 

1, 20 

Paid Rutland & Co., Cash /^8o, Cheque £120, 
and was allowed Discount, ;^io . . 

210 

0 

0 

25 

Sold to A. Spencer, Goods 

84 

5 

0 

.. 25 

Invested in Railway Stock £1000 at £65, and 
paid by Cheque 

650 

0 

0 

.. 26 

Sold Goods for Cash 

155 

12 

6 

„ 26 

Paid into Bank 

350 

0 

0 

.. 28 

Paid W. Cecil cheque for £650, and accepted 
his draft at 3 months for £350 . . 

1000 


0 

Aug. I 

Discounted B/R, No. 2, for £250, Cash received 
£245, Discount charged £5 

250 

0 

0 

M 4 

Sold Railway Stock, £600, @ £75 for Cash . . 

450 

0 

0 

M 4 

Sold to A. Spencer, Goods 

95 

7 

6 

6 

A. Spencer’s Bill due this day dishonoured . . 

100 

0 

0 
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Aug. 12 

S. Norman has become a Bankrupt, and I have 
• received for his debt a Dividend of 12/- 

£ 

s. 

d. 


in the / 


41 

5 

0 

» 17 

A. Spencer has accepted my Draft at 3 months 





for 


100 

0 

0 

M 31 

Paid Trade Expenses 


27 

2 

6 

.. 31 

Wrote ofi for wear and tear of machinery 


25 

0 

0 

» 31 

Paid out of Petty Cash for Stationery 


3 

2 

6 

.. 31 

Goods unsold 


496 

10 

0 

.. 31 

Railway Stock unsold . . 


280 

0 

0 

.. 31 

Machinery 


975 

0 

0 



"l 

s. d. 



Answer. Profit on Goods 

55 

9 6 




Profit on Railway Stock 

80 

0 0 




Profit and Loss A/c 

57 

14 6 




J. West 

38 

9 8 




W. Cornwall 

19 

4 10 




Examination Papers 

EXERCISE X 

Oxford Local {Junior and Senior, July, 1905) 

On ist September, 1904, my books showed the following balances: 
B/R No. 25, due 24th September, ;^ioo 6s. lod.; Debtors: R. Simpson & 
Co., ;^235; W. Hall, lioo] Furniture, ;^45 i8s. 9d.: Creditors: Morton 
& Co., ;^io5o; Land and Offices, ;^iooo; Cash at Bank, ;^22o; Cash at 
Office, ^50 2S. 6d. Enter in the Journal and Cash Book, post and 
take out T/B, Close the books by means of Journal entries and draw 
up a B/S. Money is paid and received by cheques, which pass through 
the bank the same day, except where otherwise stated. 

£ s. d. 

Sept. 2 Purchased Goods from Morton & Co. . . . . 500 6 2 

,, 4 Paid Morton & Co. on a/c. Cheque ;^8o 6s. 2d., 

Cash . . . . . . . , . . . . 20 o o 

„ 10 Accepted Morton & Co.'s Draft at 3 mos. for 

balance of a/c owing to them 

„ 13 Rec’d. of R. Simpson & Co., Cheque ;^23o; Dis. 500 

„ 15 Sold Goods to R. Simpson & Co 560 16 9 

„ 18 Rec'd. from W. Hall, Cheque, and paid Bank. . 100 o o 

„ 24 B/R, No. 25, duly met through Bank . . .. 100 6 10 

„ 25 Sold Land and Offices for Cash, paid to Bank 1200 o o 

„ 30 Stock on hand is valued at . . . . . . 140 3 8 

EXERCISE XI 

OxjfORD Local {Junior and Senior, July, 1906) 

1 start business on ist January, 1905, with a capital of ^375 8s. 5d. 
I buy goods from : — January i . Davis & Co., ;^i5o i6s. 2d. ; February 16. 
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J. Allwood, lio 14s. 6d. ; February 18. J. AUwood, los. yd. ; April 6. 
Davis&Co.,/2i7 8S.4d.;May4. J. AUwood, ^^15 5s. Isdlgoodsto:— 
January 4. White & Co., £48 8s. 6d. Jan. 20. H. Green, ;^i62S. 3d.; 
February 12. Holland & Bland, ;^53 los. ; March i. Duckworth & Co., 
I122 108.; March 14. White & Co., ;^i3o i6s. 8d.; April 10. H. Green, 
j^io 3s. i^.; May 3. HoUand & Bland, £21 7s. Enter in the Journal 
and Cash Book, post, take out T/B, prepare P. & L. A/c and B/S. On 
ist January I had a Balance of Cash at Bank of ;^320 i8s. 3d., and Cash 
at Of&ce, ;^54 los. 2d. 





i 

s. 

d. 

Jan. 

31 

Paid Petty Expenses by Cash 

8 

14 

4 



Paid Wages by Cheque 

15 

6 

8 

Feb. 

18 

Paid Davis & Co. by Cheque 

00 

0 

0 


20 

Paid J. AUwood by Cheque 

16 

5 

I 

,, 

28 

Paid Petty Expenses by Cash . . 

5 

10 

2 

,, 

28 

Paid Wages by Cheque . . 

15 

6 

8 

Mar. 

4 

Paid Davis & Co. by Cheque 

50 

0 

0 

Feb. 

24 

Rec’d. from White & Co., Cheque 

40 

0 

0 

April 

I 

Rec’d. from H. Green, Cheque 

16 

2 

3 

May 

10 

Rec’d. from HoUand & Bland, Cheque 

21 

7 

0 


17 

Rec’d. from Duckworth & Co., Cheque 






£\\() 8s. 9d.: Dis 

3 

i 

3 

Feb. 

28 

Rec’d. BUI at 3 mos., £^'i 10s., from HoUand & 





Bland. 

Value of Stock on closing my hooks, ^94 15s. 5d. 


EXERCISE XII 

Cambridge Local {Junior, December, 1913) 

At the end of October, 1913, my books showed the following 
balances: Overdraft at Bank, £10; Creditor, A. Morgan, ^230; Debtors, 
C. Burnaby, £^64, and D, Read, ;^84 ; Bills Payable, £1251 Bills Receiv- 
able, ;^2oo; Goods, £1124 los. Journalise all transactions, post, 
prepare T. B, P. & L. A/c, and B/S. Journalise transfers to P. & L. A/c. 
All payments are made by cheque, and all ainounts received are paid into 
the bank upon receipt. 

i s- d. 

Nov I Bought Goods from !•'. Benson . . . . . . 94 7 o 

,, 3 Drew for Personal Expenses .. .. .. 10 o o 

,, 7 C. Burnaby sent cheque for ;^i64, and accepted 

draft for . . . . . . , . . . 200 o o 

Sent back to F. Benson Goods damaged in 

transit invoiced at . . . . . . . . lO 3 0 

„ 10 Accepted A. Morgan’s draft for . . . . 230 o o 

„ 13 B/P (No. i) matured and was met at Bank . . 100 o o 

,, 17 Sold Goods to A. Morgan 415 o o 

,, 18 Sundry Cash Sales . . . . . . los 12 o 

,. 22 Discounted B/R (No. i) for £\yo, the Bank 

allowing me . . . . . . . . . . 148 z6 o 
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i ». d: 
366 10 o 
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Nov. 26 Bought Goods from F. Benson . . 

„ 27 D. Read, having failed, paid his creditors 

I2S. 6d. in the ^ wrote o£E the balance of 


his account as a Bad Debt . . . . . . 52 10 o 

„ 28 B/R (No. 2) for 12’^ became due and was paid 

into my Bank . . . . . . . . 25 o o 

„ 29 Paid Wages, £10. Paid Trade Expenses . . 13 10 o 

Stock in hand. 12s. 

EXERCISE XIII 


Oxford Local [Junior and Senior, July, 1907) 

On ist January, 1906, I had a balance at my Bankers of £1250. I 
purchase a business for £1000, paying £500 by cheque and giving Bill 
at six months for balance. The purchase price is made up as follows : — 
Goodwill, £600; Plant, £250; Stock, £150. The following are details 
of my sales and purchases for quarter ending 31st March; — Sales to; — 
January 13. J. W. Potter, ;^88 los. ; January 27. F. Bullock, ;^205 I2s.6d. 
February 19. Bond & Co., £565 2s. 2d. ; Cash Sales for quarter, £277 los. 
On 3rd March, F. Bullock returned goods value £5$. there being a 
mistake in the order. Purchases from; — January 2. H. Perry, ;^228 
9s. 2d.; January 31. J. H. Gardiner, /loo 8s. 4d.; February 23. Dance 
& Co., ;{96 8s. 2d.; March 21. H. Perry, ^215 12s. 6d. Enter in Journal 


and Cash Book, post, take out T/B, prepare P. & L. A/c and B/S. 




£ 

s. 

d. 

Jan. I 

Paid on a/c purchase of business 

500 

0 

0 

.. 3 

Drew Cheque for Petty Cash . . 

25 

0 

0 

„ 9 

Paid H. Perry by Cheque 

228 

9 

2 

.. 14 

Paid Carriage on Goods by Cash 

3 

12 

0 

„ 16 

Rec'd. of Potter & Co. by Cheque, £%t 5s. 6d.: 





Dis 

2 

4 

6 

.. 28 

Rec’d. from F. Bullock by Cheque . . 

150 

12 

6 

.. 31 

Paid Wages by Cheque . . 

84 

8 

0 


Paid into Bank for Cash Sales for month 

66 

10 

0 

Feb. 20 

Rec'd from Bond & Co. by Cheque 

565 

2 

2 

., 28 

Paid sundry small Repairs to Plant by Cash . . 

8 

0 

0 

29 

Paid Wages by Cheque 

84 

8 

0 

.. 29 

Paid into Bank for Cash Sales for month 

80 

12 

6 

Mar. 24 

Paid H. Perry by Cheque 

215 

12 

6 

.. 25 

Paid Rent for Quarter by Cheque 

20 

0 

0 

M 31 

Paid Wages by Cheque 

84 

8 

0 

M 31 

Paid into Bank for Cash Sales. . 

130 

7 

6 


Paid Petty Expenses for Quarter 

6 

15 

4 


Stock on hand, £’j'j 19s. 4d. 

(See fully- worked Key. pp. 85, 91.) 

EXERCISE XIV 

Cambridge Local [Junior, July, 1909) 

(1 .) On 1st May, 1909, my books showed the following balances : — 
Creditors in A/c: C. Deeler, £^21 los. 6d.; H. Deeler, £95; Debtor in 
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Afc: O. Johnston, 158. 6d.; Stock of Sheep, £4Bj zos. 6d.; Balance 
at Bank, £291 3s. 4d.; Stock of Catde, ;^537 los. ; B/R, /250. Journalise, 
post, prepare T/B, P. & L. A/c, and B^. Make Qosing Entries. All 
payments are made by cheque, and all amounts received are paid into 
the Bank upon receipt. Keep separate A/cs for Sheep and ^ttle. 
May I Settled C. Deeler’s A/c as follows: accepted his £ s. d. 

Draft at i month for j^i50, gave him B/R 
(No. 3) for £100, and my cheque for the 

remainder £'ji los. 6d 321 lo 6 

,, 8 Bought Cattle from H. Deeler 8? 5 6 

Bought Sheep from C. Deeler . , . , . . 51 o o 

Bought at Auction, paying by cheque, Cattle 

;f43 7s. 6d., Sheep ;^94 17s. 3d 138 4 9 

„ 22 Sold O. Johnston, Sheep ;^no 17s. 7d., Cattle 66 10 o 

„ 31 Cash Sales during month: Sheep /135 xos., 

Cattle 127 10 o 

My acceptance to C. Deeler paid by Bank . . 150 o o 

Paid Wages and Expenses for month . . .. 31 17 3 

Stock of Cattle £570, Sheep £310. 

(2.) On 15th February I dispatched Goods valued at ;^2i9 los. to 
A. Train & Sons, Calcutta, to be sold by them on commission. Freight 
cost me £i\ 13s. lod.; Dock Dues, /i 19s. 3d.; Insurance, £2 15s., and 
Cartage, 15s, 6d. On 23rd June I received from Messrs. Train & Sons 
Account Sales with Cheque for /240 13s. 4d., the balance due to me 
after deducting their expenses and commission. Make the Journal 
entries to record these transactions, and to show the resulting profit or 
loss. 


College of Preceptors’ Certificate 

EXERCISE XV 

The firm of Brown & Collins on January 2nd, 1900, have the follow- 
ing balances from old Ledger: — 


L s. d. 

Cash on hand . . . . . . . . . . 800 o o 

Balance at Bank . . . . . . . . 2800 o o 

Port on hand . . . . . . . . . . 750 0 o 

Sherry on hand . . . . . . . . . . 550 o o 

Dobson & Co. owe the Firm . . . . . . 365 o o 

The Firm owes W. Crediton . . . . 145 o o 

Jan. 3 SelltoJ. Derby Port .. .. 220 o o 

„ 3 „ „ Sherry i8o 0 o 

,, 6 Place in Bank Cash . . . . . . 425 o o 

., 7 Pay weekly Current Expenses by Cash . . 19 14 ii 

„ 11 Sold Port to S, Cardius 120 10 o 


12 J. Derby forwards Cash in payment of Port 220 o o 
less Discount 500 
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£ 

8. 

d. 

Jan. 

13 

Purchase Sherry for Cash .... 

140 

0 

0 

14 

Pay weekly Current JExpeases 

7 

5 

7 


17 

Forward Cheque to W. Crediton 

X40 

0 

0 


18 

Sale Sherry to J . Doughty on Credit 

130 

0 

0 



for Cash 

25 

0 

0 


21 

Pay weekly Current Expenses , . 

12 

7 

6 


23 

Dobson & Co. forward to the Firm 

45 

0 

0 


23 

And their Acceptance at 2 mos. for . . 

250 

0 

0 


23 

Purchase Port from W. Crediton 

100 

0 

0 


24 

Forward to J. Derby Cash . . .1 

220 

0 

0 


25 

S, Cardius pays into the Bank 

80 

10 

0 


28 

Pay weekly Current Expenses 

10 

12 

0 


31 

Sundry Small Sales for Cash during month — 






Port 

19 

7 

9 



Sherry . . 

14 

II 

6 



On hand estimated — Port 

600 

0 

0 



Sherry . . 

400 

0 

0 


(а) Enter the above Transactions by any system of Book-keeping 

you have been taught, opening separate accounts for 
Port and Sherry. 

(б) Post these entries into the Ledger. 

(c) Balance the Ledger. 

{d) Ascertain the Net Profit or Loss. 

„ Capital. 

N.B. — No T/B required. 

EXERCISE XVI 

The firm Branston & Sons open a business in coal, and the following 
items show their Transactions for the first six months: — 


(i.) You are required to enter them into the respective books, 
such as Day Book, etc., or to Journalise them, adding up the amounts 
up to March 31 and June 30. 


(2.) 

To post into the Ledger. 




( 3 ) 

Then to Balance the Ledger. 





Transactions 




1900. 


£ 

s. 

d. 

in. I 

Commencing Capital at Bank . . 

5000 

0 

0 

1 

Draw from Bank . . 

100 

0 

0 

9 

Buy from S. Leighton, Coal . . 

1125 

0 

0 

11 

,, T. Laverock, Coal . . 

700 

0 

0 

19 

„ Levi & Sons, Coal . . 

150 

0 

0 

23 

Pay for Purchase of Premises by Cheque 

1250 

0 

0 

29 

Pay for Fittings, etc., of Premises by Cheque . . 

139 

5 

6 

3 * 

Pay for Advertisements and other preliminary 





Expenses by Cheque . . . . 

225 

4 

6 
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Feb. 4 Forward to S. Leighton. — £ s. d. 

An Acceptance at 2 mos. . . . . 500 o o 

And a Cheque 625 o o 

,, II Sell to Cranfield & Co., Coal . . . . . . 680 12 6 

,, 17 Draw from Bank 100 0 o 

„ 20 Forward to T. Laverock, Cheque . . . . 600 o o 

9 Sell to Chesterfield & Co., Coal. . . . . . 546 17 6 

,, II Cranfield & Co. forward their Acceptance at i 

month . . . . . . 500 o o 

,, 31 Quarterly Cash paid for Current Expenses . , 42 10 o 

April 5 Forward to Levi & Sons, Cheque . . . . 100 o o 

,, 7 My Bill now due met at Bank . . . . . , 500 o o 

,, 12 Chesterfield & Co. forward a Cheque , . . . 446 17 6 

And an Acceptance at 3 mos. . . 50 o o 

„ 14 Cranfield & Co.'s Acceptance duly honoured at 

Office . . . , . . . . . . 500 o o 

„ 30 Sell to Carlton & Co., Coal 316 17 6 

May Ji Sell for Cash to Robins & Co., Coal . . . . 55 10 o 

,, 24 Carlton & Co. forward Cheque. . . . 316 17 6 

,, 31 Purchase from Levi & Sons, Coal . . . . 224 17 6 

June 30 Quarterly Cash paid for Current Expenses . . 32 4 6 

Having taken Stock, the Coal on hand is valued 

at . . . . . . . . . . . . 1000 o 0 

Gross Profit £i{Oo. Net Profit £100 15., Capital £$100 is. 

Cambridge Senior Local 

The following instructions apply to the seven Cambridge Senior 
Local papers on the succeeding pages : — 

All payments are made by cheque, and all amounts received are 
paid into the Bank on receipt. 

Post into the Ledger the opening balances and transactions; no 
Journal is required. Take out a T/B, Balance the Ledger, and then 
prepare a Trading and a P. & L. A/c, according to the agreement. 
Make out a B/S. 

Appropriate sub.sidiary accounts are to be opened in the Ledger, 
and the P. & L. A/c opened only after all the transactions have been 
posted into the Ledger. 

EXERCISE XVII 

14 December, 1906. (i) 3^ to 5 J or 4 to 6 

liOOK-KKEPING 

[Handwriting and neatness of work will be considered in awarding marks'] 
George and Henry Johnson are partners on the following terms: — 
(i.) Each to receive 5 % interest on the amount of his capital 
in the business. 

{2.) George Johnson is managing partner, and receives a salary^ 
of £200 per annum, payable half-yearly. Henry Johnson is a sleeping 
partner, and receives no salary. 
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(3.) Depreciatioii of plant to be reckoned at 10% per annum. 

(4.) The net profit or loss to be ascertained at the end of each 
year and divided between the partners, one-third to go to George 
Johnson and two-thirds to Henry Johnson. 

On December 31, 1904, the plant was valued at ;^i46o; stock in 
hand at ;^397o; George Johnson’s capital was £2000, and Henry Jolm- 
son's was ;^4000. 

On November 30, 1905, the Ledger of the firm showed the following 
balances: — 



Dr. 

Cr. 


1 

1 

George Johnson (Capital A/c as on Jan. i) 


2000 

Henry Johnson (Capital A/c as on Jan. i) 

George Johnson (Current A/c, half-year’s salary. 


4000 

see clause 2) 

100 


Williams & Co. 

330 


Brown & Co. 

212 


Edwards & Co. 


463 

Purchases 

3962 


Sales 1 


5332 

Wages and Office Expenses . . 

1213 


Bills Payable 


250 

Bills Receivable . . . . . . 

350 


Cash at Bank 

448 


Plant (as on Jan. I) 

1460 


Stock (as on Jan. 1) 

3970 



;Ci 2045 

12045 


Open the Ledger witli the above balances, and post the following 


transactions for the month of December, 1905 ; — 

I 

Dec. 4 Sold Goods for Cash . . . . . . . . . . 37 

„ 6 Sold Goods to Brown & Co. .. .. .. .. 125 

,, 7 Accepted Edwards & Co.’s draft for /200 . . . . 200 

,, II Williams & Co., having previously been declared 

bankrupt, pay a first and final div. of 2/- in the 

pound 33 

,, 12 Sold Goods for Cash . . . . . . . . . . 67 

.. 14 Cashed B/R, due to-day 150 

i8 Rec’d. Cheque from Brown & Co. . . . . . . 150 

„ 21 Bank paid B/P, due to-day 100 

„ 30 Paid wages and office expenses .. .. .. 112 

„ 30 George Johnson draws his salary for the lialf-year. . 100 

„ 31 Stock 4290 

(See fully-worked Key, pp. 92, 100.) 
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EXERCISE XVIII 
(2) 1906 

15 December, 1906. io| to 12I or iij to li 
[Handwriting and matness of work will be considered in awarding marks] 

William and Robert Macintosh are partners on the following 
terms: — 

(i.) Each to receive 5% interest on the amount of his capital in 
the business. 

(2.) WUliam Macintosh to receive a salary of £240 per annum 
and Robert Macintosh a salary of ;^i6o per annum — these salaries to 
be paid quarterly. 

(3.) Depreciation of plant and machinery to be reckoned at 
10 % per annum. 

(4.) The net profit or loss to be ascertained at the end of each 
year, and to be divided equally between the partners. 

On December 31, 1904, the plant and machinery were valued at 
/3800; Stock at /2780; William Macintosh's share of capital was 
^^4000. and Robert Macintosh's {3000. 

On November 30, 1905, the Ledger of the firm showed the following 
balances : — 



Dr. 

Cr. 


£ 

£ 

William Macintosh (Capital A/c as on Jan. i) 


4000 

Robert Macintosh (Capital A/c as on Jan. i) 
William Macintosh (Current A/c, see clause 2) . . 

180 

3000 

Robert Macintosh (Current A/c, see clause 2) 

120 


Purchases 

Sales 

4935 

6880 

Jones & Co. . . . . . . . .• 

227 


Robinson & Co. 

326 


Young & Co. . . . . . . . . * . . 

Bills Receivable 

250 

545 

Wages and Office Expenses 

1365 


Cash at Bank 

442 


Plant and Machinery (as on Jan. i) 

3800 


Stock (as on Jan. i) 

2780 



;^14425 

£^4A^5 


Open the Ledger with the above balances, and post the following 


transactions for the month of December, 1905 : — 

£ 

Dec. 4 Sold Goods to Jones & Gj 113 

,, 6 Bought Goods from Young & Co 45 

,. 9 Accepted Young & Co.’s draft for £300 . . 300 

„ II Sold Goods for cash 47 
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Dec. 13 Owing to an accident in the workshop, ^200 worth of £ 

. machinery is totally destroyed. The machinery 

is insured at half its value 200 

„ 16 Rec’d. from Robinson & Co. a cheque igr £200 . . 200 

„ 19 Cashed B/R due to-day 150 

„ 21 The Insurance Company pays half the value of the 

machinery destroyed . . , . . . . . 100 

,, 30 Paid Wages and Ofi&ce Expenses 126 

„ 30 The partners draw their quarterly salaries . . . , 100 

,, 31 Stock . . . . . . . . . , . , . . 3200 

(See fully-worked Key, pp. loi, no.) 

EXERCISE XIX 

. (3) 1909 

{Two hours) 


[Handwriting and neatness of work will be considered in awarding marks] 
Rogers and Stanton are partners in a wholesale business, Rogers 
being the manager. According to the terms of their agreement — 
(i.) Each partner is to receive 5 % interest on his capital. 

(2.) Rogers, as manager, receives, in addition, £200 per annum 
as salary. 

(3.) The profit and loss is to be ascertained at the end of each 
year, and after providing for interest and the manager’s salary, the net 
profit is to be divided equally between the partners. 

On December 31, 1907, stock in hand was valued at /4800, Rogers' 
share of the capital was £1000, and Stanton's share ;(;40oo. 

On November 30, 1908, the Ledger of the firm showed the following 
balances; — 




Dr. 

Cr. 



1 

£ 

Rogers (Capital A c as on Jan. i) . . 



1000 

Stanton (Capital A/c as on Jan. 1) . . 



4000 

Williamson & Co. 


427 


Cartwright & Co 


332 


Field & Co 



258 

Nolan & Co 



327 

I^rchases 


1361 


Sales 



3237 

Bills Receivable 


550 


Bills Payable 



150 

Cash at Bank 


677 


Wages 


825 


Stock (as on Jan. i) . . 


4800 



;^8972 
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Open the Ledger with the above balances, and post ^e following 
transactions for the month of December, 1908: — 

£ 

Dec. 2 Bought Goods for Cash . . . . . . . . 57 

„ 4 Sold Goods to Cartwright & Co. 119 

„ 5 Cashed B/R for £ioo at a dis. of 2% . . . . 98 

„ 7 By special arrangement between the partners, 

Rogers draws £400 for his own personal use, this 
amount to be debited against his current account 
,, 9 Sold Goods for Cash . . . . , . . . . . 129 

,, 12 Bank paid B/P, due to-day, for ;^ioo. . .. .. 100 

,, 15 Williamson & Co. accept draft for ;^40o . . . . 400 

,, 17 Sold Goods to Williamson & Co. . . . . . . 259 

,, 19 Bought Goods from Nolan & Co. . . . . . . 126 

,, 21 Accepted Field & Co.’s draft for £200 and paid them 

by cheque £58 258 

,, 31 Paid wages . . . . . . . . . . . . 75 


All payments are made by cheques, and all amounts received are 
paid into the bank upon receipt. Stock in hand on December 31, 1908, 
is valued at ;^4040. 

(See fully-worked Key, pp. ni, 119.) 


EXERCISE XX 

(4) 1909 

{Two hours) 

[Handwriting and neatness of work will be considered in awarding marks] 

Jones and Robinson commence business in 1908, Jones supplying 
£2000 capital, and Robinson /i5oo. 

By the agreement between them — 

(i.) The profit or loss is to be ascertained at the end of the year. 

(2.) Ten % of the net profit is to be placed in a Reserve Fund, 

against which Bad Debts and other accidental losses are to be debited. 
Jones, who acts as manager, is to receive two- thirds of the remainder, 
and Robinson one-third. 

On November 30, 1908, the Ledger of the firm shows the following 
balances : — 

Dr. Cr. 

£ £ 

Jones (Capital A/c) . . . . 2000 

Robinson (Capital A/c) 1500 

227 

134 

295 
179 


Philipson & Co. 
Armstrong & Co. 
Bird & Co. 
Jenkins & Co. . . 
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Purchases of Stock 
Sales of Stock . . 
Bills Receivable 
Cash at Bank 
Wages 
Plant 


. Dr. 

Cr. 

£ 

£ 

2665 

2279 

350 


504 


573 


1800 


£^^53 

£^253 


Open the Ledger with the above balances, and post the following 
transactions for the month of December: — 


Dec. 3 Sold Goods for Cash 167 

„ 5 Paid Jenkins & Co. £100 on a/c . . . . . . • 100 

„ 7 Armstrong & Co. pay a composition of 10/- in the £, 

the remainder of their a/c being written off as a 

Bad Debt 

,, 8 Sold Goods to Philipson A Co. 48 

,, 10 Philipson & Co. accept a draft for £200 . . . . 200 

„ 12 Accepted Bird & Co.’s draft for ;^200 . . . . 200 

„ 14 Sold Goods for Cash . . . . . . . . . . 173 


17 Goods to the value of £^0 stolen during the night . . 
19 £'^5 worth of the stolen goods recovered, the re- 
mainder are considered irrecoverable and are 


written off as a loss 

,, 21 Sold Goods for Cash . . . , . . . . . . 73 

,, 28 Bought Goods from Jenkins & Co. . . . . . . 95 

,, 31 Paid wages . . . . . . . . . , . . 55 


All payments are made by cheques and all amounts received are 
paid into the bank upon receipt. Stock in hand on December 31, 1908, 
is valued at £1537. 

(See fully-worked Key, pp. 120, 128.) 
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EXERCISE XXI 

(5) 1910 

[Two hours) 

[Handmiting and neatness of work will be considered in awarding marks] 
Jameson and Hicks are partners on the following terms — 

(i.) Each partner is to receive 5 % interest per annum on his 
capital. 

(2.) Each partner is to be at liberty to draw £20 per month, the 
amount so drawn to be deducted at the end of the year from his share 
of the profits. 

{3.) The profit or loss is to be ascertained at the end of each year 
and shared equally between the partners. 


On November 30, 1909, the Ledger of the firm shows the following 
balances : — 



Dr. 

Cr^ 


1 

1 

Jameson, Capital A/c (as on Jan. i) 


3000 

,, Current A/c (drawings under clause 2) . . 

200 


Hicks, Capital A/c (as on Jan. i) 


2000 

„ Current A/c (drawings under clause 2) 

180 


Jones & Co. . . . . " . . 

226 


Barton «& Co 

319 


Bailey & Co. 


157 

Hargreaves & Co. 


183 

Purchases 

1126 


Sales 


2540 

Bills Payable 


170 

Bills Receivable . . 

340 


Cash at Bank 

325 


Wages and Office Expenses . . 

604 


Stock (as on Jan. 1) 

2730 


Premises 

2000 



£8050 

;^8o50 
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Open the Ledger with the above balances, and post the following 
transactions for the month of December, 1909: — 


Dec. I Bought Goods from Bailey & Co 57 

„ 3 Bank paid B/P due to-day loo 

„ 7 Jones & Co. accept our draft for . . . . . . 200 

„ 10 Sent Goods of the value of for sale by auction 56 

„ 13 PaidHargreaves&Co.;^i76, and were allowed dis.;^7 183 

„ 15 Sold Goods to Jones & Co 48 

„ 16 Rec’d. from the auctioneer for the goods sent on 

Dec. 10 a cheque for £bS, being the price at which 
the goods were sold, less his commission . . 68 

,, 18 Paid wages . . . . . . . . . . . . 26 

„ 21 Barton & Co. accept our draft for 200 

„ 22 Sold Goods for Cash . . . . . . . . . . 47 

,, 31 Paid wages and Office Expenses . . . . . . 37 

,, 31 Jameson & Hicks each draw £20 . . . . . . 40 


All payments are made by cheques and all amounts received arc 
paid into the bank upon receipt. Stock in hand on December 31, 1909, 
is valued at £'^200, Premises at £i<^oo. 

(See fully- worked Key, pp. 129, 138,) 


EXERCISE XXII 


(6) 1912 


{Two hours) 

[Handwriting and neatness of work will be considered in awarding marks'] 
Messrs. King and Longsden are partners on the following terms: — 
(i.) Longsden receives a salary of ;^400 a year, payable half- 
yearly, for his services as manager. 

(2.) At the end of each year interest at the rate of 4 % per annum 
is added to the capital standing to the credit of each partner at the 
beginning of the year. 


(3.) The net profit or loss at the end of each year is to be shared 
by tlie partners in the ratio of their capital at the beginning of the year. 
On 30 November, 1910, their books showed the following balances; 

£ 


Sundry Creditors . . 

Sundry Debtors . . 

Rent 

Salary 

Wages, etc. 

Purchases 

Sales 

Bank (a/c overdrawn) 


1230 

875 

220 

200 

3570 

1290 

5618 

27 
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I 

Longsden — Current A/c (Credit balance) 100 

Longsden — Capital on i Jan, 1910 2500 

King M .. .. 4500 

Stock .. 6345 

Bills Receivable 1475 

Their transactions during December, 1910, were as follows: — 

Dec. I Sundry B/R matured this day and were paid into i 

Bank 417 

,, 3 Sold Goods for Cash ;^437, and to Sundry Debtors 

/581 1018 

7 Rec’d. from Sundry Debtors, Cash 337 

and allowed them dis. .. .. .. 12 

,, 15 Acceptances granted to Sundry Creditors , . . . 525 

,, 27 Goods valued at ;^25o wholly destroyed by fire 250 


These were fully insured with the Alliance 
Assurance Company. 

30 Accepted from J. Allen (whose a/c is included under 
Sundry Debtors) a composition of 6/8 in the 1 . 


Rec’d, accordingly his cheque for . . . . 85 

and wrote ofi the remainder of his a/c as a Bad 

Debt 170 

31 Longsden drew half of his .salary for the six mos. 

July-Dec. .. .. .. .. .. 100 

Paid Wages ;^355, Rent for Dec. l^o, and Sundry 

Creditors l^^oo . . 775 

Rec’d. from the Alliance Insurance Company on a/c 

of Goods destroye<l by fire on 27 December . . 250 


All payments are made by cheque, and all amounts received are 
paid into the bank upon receipt Stock in hand on 31 December, 
1910, was valued at £5706. 

(See fully- worked Key, pp. 139, 148.) 

EXERCISE XXIII 

(7) 1921 

(Tivo hours) 

{Candidates who journalise will he given no preference over those who 
make all entries direct into the Ledger. Handwriting and neatness 
of work will be considered in awarding marks] 

The terms of partnership between Hope and Prosper are as 
follows : — 

(i.) At the end of each year the capital of each partner is to be 
credited with interest at the rate of 6 % per annum. 

(2.) At the end of each year 10 % of the value of the Premises 
is to be written off for Depreciation. 
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(3,) After these adjustments have beai made, 5 % of the net 
profits is to be carried to the Reserve Fund, to which Bad Debts are 
to be debited. 

(4.) The remaining profits are to be divided between the partners 
proportionately to their respective Capitals. 

At the end of November, 1920, their Ledger showed the following 
balances: — 

£ 

Hope, Capital on Jan. i, 1920 4000 

Prosper, „ „ 8000 

Stock in hand on Jan. i, 1920 8070 

Purchases 2496 

Sales 4824 

Bills Receivable 750 

Bills Payable 240 

Sundry Creditors . . . . . . . . . . . , 200 

Reserve Fund . . . . . . . . . . . . . . 300 

Office Expenses . . . . . . . . . . . . , . 528 

Salaries (Clerks) 360 

Premises 5400 

Cash (Bank) overdraft . . . . . . . . 40 

Their transactions during December, 1920, were as follows: — 
1920. £ 

Dec. 4 Sold Goods to Sundry Debtors 820 

,, 8 Discounted a Draft for ;^3oo for ,. .. .. 296 

,, 9 Drew on Sundry Debtors for , . . . . . . . 700 

Rec’d. their acceptances 

,, 10 Sent consignment of Goods to Turin. . .. .. 942 

,, II Paid charges on the same . . . . . . . . 42 

,, 12 Bought Goods from Sundry Creditors .. .. 124 

,, 17 Rec’d. cheque from Jones in payment of an a/c 

written off in 1919 as a Bad Debt . . . . 78 

,, 20 Rec'd. proceeds of sale of consignment to Turin . . 1056 

Paid Office Expenses 24 

Partners’ Interest 
Depreciation of Premises 

Stock of Goods valued at . . . . . . . , 7932 

(See fully-worked Key, pp. 149, 159.) 
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National Union of Teachers 
(Intermediate, 1909) 

EXERCISE XXIV 

National Union of Teachers {Intermediate, 1909) 

(i.) Describe briefly the Imprest S3rstem of Petty Cash. 

(2.) During the week a costermonger invested £$ in fruit and 10/- 
in paper bags. He paid the boy who helped him 7/-, and the hire of 
his barrow cost him 3/6. On Saturday night he found his takings 
amounted to ;^8, and he reckoned he had 1/6 worth of bags and 5/- 
worth of fruit left. Make out an a/c showing his profit for the week, 

{3.) Explain: — Bonded Goods, Del Credere, Rebate, Scrip, - 
P.P.I.. A/S. 

Exercise: — The affairs of Arthur Abel, Contractor, stood as 
follows on 1st January, 1909: — Assets: Cash in Office, £^0; Cash at 
Bank, ;^9oo; B/R, No. i, £200, No. 2 £240; Benjamin Binns, £720; 
Expenditure on Contract 10, ;{2i6o; Expenditure on Contract ii, 
;^48 oo; Freehold Premises, £7500; Horses and Carts, ;/;iioo: Stock 
of Materials, /3000. Liabilities: B/P, No. 20 /150, No. 21 /250: 
Charles Cain, £350; Instalments rec’d. on Contract 10, £1200 •, Instal- 
ments rec’d. on Contract 11, £zboo. Enter, post, prepare T/B, P. & L. 
A/c, and B S. Pass closing entries through the Journal. A ll payments, 
unless otherwise stated, are made by cheque : all receipts are paid into the 


Bank same day. 

£ s. d. 

Jan. I Rec’d. Cheque for Bill No. i, ;^I98 los.; Rebate 1 10 o 

„ i' Sgd, Contract 12 to restore St. John’s Church for 4000 o o 

,, 2 Bought of Charles Cain Bricks value . . . . 530 10 6 

Paid him Cheque ;£35o, and acceptance at 3 mos. 300 o o 

,, 4 Paid for two new Horses . . . . 75 o o 

Paid for Postages, etc.. Office Cash . . . . 2126 

,, 5 Rec’d. Instalment on Contract n .. .. 615 o o 

„ 6 Paid Wages — Contract 10, ;^i55 15s., Contract ii 90 5 o 

„ 7 Materials supplied to Contract 10 . . . . 365 10 o 

Materials supplied to Contract n - . . . 550 10 o 

Materials supplied to Contract 12 . . . . 240 15 o 

., 8 Retired Acceptance No. 20 by cheque £14% 

I2S. 6d., Rebate allowed 176 

„ 9 Bought Tiles of Chas. Cain for 2 mos. bill . . 230 17 6 

,, II Rec'd. cheque from Benj. Binns, ;^4i I 1 2s. ; Dis. 880 
Paid for Repairs to Carts . . . . . . 10 5 6 

„ 12 B/R No. 2, Frank Fox, ^^240, due this day re- 

turned dishonoured. Noting Expenses — 

Office 12 6 

„ 13 Retired Acceptance No. 21 Cheque, £247 los.; 

Rebate allowed 2 10 o 
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i 

s. 

d. 

Jan. 14 

Arthur Abel's Drawings 

45 

0 

0 


Charge Benjamin Binns for repairing his roof . . 

12 

2 

6 

15 

Bought Cement of Charles Cain 

290 

10 

6 

„ 16 

Paid Wages — Contract lo, £(>o-, Contract ii, 





;^ioo 14s. 6d. ; Contract 12, ;^45 7s, 6d. ; Yard 
Watchman — Office Cash 

1 

15 

6 

18 

Materials supplied to Contract 10 

605 

0 

0 

19 

Rec’d. Instalment Contract 10 . . 

720 

0 

0 

20 

Paid for Water to Contract 1 1 . . 

5 

10 

0 


Materials supplied to Contract 12 

175 

2 

6 

M 21 

Wrote off value of a Horse killed in street 

35 

0 

0 

, 22 

Rec’d. of Edward Easton for Cartage. . 

20 

5 

9 

.. 23 

Contract 10 completed and passed. Final Instal- 





ment rec’d. . . 

2400 

0 

0 

25 

Contract ii completed. Balance due . . 

1200 

0 

0 

M 26 

Rec’d. Instalment on Contract 12 

150 

0 

0 

27 

Rec'd. cheque for Frank Fox’s dishonoured Bill 





and Noting Expenses 




28 

Rec’d. Instalment on Contract ii 

600 

0 

0 

.. 30 

Paid Salaries 

80 

0 

0 

.. 31 

Interest on Capital 

54 

0 

0 


Depreciation of Premises 

10 

0 

0 


Stock of Materials on hand, £2200. 


How to Work the Cambridge Senior Local 
Paper for 1921. 


After reading the four clauses at the beginning of the paper, turn 
to the Ledger and post the Opening Entries "To” or "By" Balance 
as the case may be. 



Dr. 

Cr. 


£ 

£ 

Hope’s Capital A/c on jan. 1, 1921 


4000 

Prosper ’s ,, 


8000 

Stock in hand on Jan. i, 1921 

8070 


Purchases 

2496 


Sales 


4824 

Bills Receivable 

750 


liills Payable 


240 

Sundry Creditors 


200 

Reserve Fund . . 


300 

Office Expenses 

! 528 


Salaries (Clerks) 

3^ 


Premises 

5400 


Cash (Bank) overdraft 


40 


Total of Opening Entries . . 


■ • /17604 £^ 7 ^\ 
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Dr. Cr. 

1920. £ £ 

Dec. 4 Sold Goods to Sundry’ Debtors, ^^820 

Post — Sundry Debtors A/c Dr. 820 

To Sales A/c Cr. 820 

,, 8 Discounted a Draft for £yyo for £2<^6 

Post — Bank A/c Dr. 296 

Discount A/c Dr. 4 

To Bills Receivable Cr. 300 

,, 9 Drew on Sundry Debtors for £^00 

Rec’d. their Acceptance 

Post — Bills Receivable A/c Dr. 700 

To Sundry Debtors A/c 700 

,, 10 Sent Consignment of Goods to Turin, ;/^942 

Post— Consignment to Turin A/c Dr. 942 

To Stock A/c Cr. 942 

, , II Paid Charges on the same, £^^2 

Post — Consignment to Turin A/c Dr. 42 

To Bank Cr. 42 

,, 12 Bought Goods from Sundry Debtors, / 1 24 j 

Post — Ihirchases A/c Dr. 124 

To Sundry Debtors A/c Cr. 124 

,, 17 Rec’d. cheque from Jones in payment of 

an a/c written off in 1919 as a Bad Debt, 

£7^ \ 

Post — Bank A/c Dr. j 78 

To Bad Debts A/c Cr. 1 78 

„ 20 Rec'd. proceeds of Sale of Consignment 

to Turin, £io$6 

Post — Bank A/c Dr. 1056 

To Consignment to Turin 
A/c Cr. 1056 

,, 20 Paid Office Expen.ses, ;i^24 

Post — Office Expenses Dr. 24 

To Bank A/c Cr. 24 

Partners' Interest. 

Note. — 6% of Hope’s Capital equals /240 | 

6% of Prosper’s Capital equals ;r48o 
Post — Partners’ Interest A/c Dr. | 720 

To Hope’s Capital Cr. 240 

,, Prosper’s Capital Cr. ! 480 

Depreciation of Premises 
10% of the value of Premises equals /540 

Post — Depreciation A/c Dr. 540 

To Premises A/c Cr. 540 
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NOW DRAW UP A TRIAL BALANCE 

Stock on hand valued at £7932. Credit Trading A/c with this 
amount and find Gross and Net I^ofit. 

Five % of the Net Profit is to be carried to a Reserve Fund. 
(See Clause 3.) 

Post — Net Profit A/c Dr. £90 2s. 

To Reserve Fund A/c Cr. £90 2s. 

Remainder of the Net Profits to be divided between the partners 
proportionately to their respective Capitals. 

Royal Society of Arts 

EXERCISE XXV 

Stage I. — Elementary {March, 1920) 

BOOK-KEEPING 

[Three hours allowed] 

Certificates of one Class only will be granted in this Stage 

(i.) Explain the following terms and abbreviations: — 

Sole Trader, Trade Discount. Solvency, 

f.o.r. O.H.M.S. cent. 

(2.) Jones, who keeps a retail tobacco shop, informs you that he 
has “ opened a current account with Lloyds Bank." 

Explain briefly the advantages J ones will derive from the proceeding 

(3.) Explain the difference, if any, between a Trial Balance and 
a Balance Sheet. 

Submit an imaginary Balance Sheet with two entries on the Debit 
side and four on the Credit side. 

(4.) On June ist, 1919, Hugh Dickson sold goods to F. Forrester 
amounting to ;^300. On receipt of the goods Forrester sent Dickson a 
cheque for £100 on account and a Bill, duly accepted, at 2 months for 
the balance. Dickson discounted this bill on June 5th at 5 per cent. 

Show how these transactions would appear in Dickson’s books. 

(5.) Briefly explain the uses of the "Journal Proper.” 

Are any other kinds of Journal employed by Traders? If so, 
briefly explain the manner in which they are used. 

Exercise 

K. Pippin started in business as a wholesale fruit dealer on Septem- 
ber ist, 1919. At that date his assets were as follows: — 

Cash at Bank, £1000; Cash in hand, £12 ; Stock of Fruit, etc., £175; 
Fittings, Baskets, etc., £21. He had no liabilities. 

You are required to open his ledger as on September ist, 1919, 
with the above particulars and to post thereto, through the proper 
subsidiary books, the understated transactions: — 

1919 - 

Sept. I Drew and cashed cheque for £25 for Office Cash. 

„ 2 Bought for cash 50 bushels of "Cox’s Orange” apples, at 

9S. per bushel. 
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Sept. 3 Sold on credit to B. Brown 20 bushels "Worcester Penr^ 
main" apples, at 8s. 6d. per bushel. 

„ 4 Paid wages, in cash, £5 7s. 6d. 

„ 5 Bought, on credit, from R. Robinson & Co,, 30 bushels 

"William" pears, at los. per bushel. 

„ 6 Paid, in cash, carriage, h 17s. 2d. 

„ 8 Sold, on credit, to S. Smith, 10 bushels of "Cox's Orange" 

apples, at los. gd, per bushel. 

„ 9 Bought, on credit, from J. Jones & Son, 56 bushels of " James 

Grieve" apples, at 8s. rod. per bushel. 

,, 9 S. Smith returned half a bushel of apples sold him on the 8th 

inst., as "not up to sample." 

„ 10 Paid, by cheque, R. Robinson & Co., the amount of their 

account, less 5% discount, 

„ 10 Drew and cashed cheque for £20 for Office Cash. 

„ II B. Brown & Co. paid their account by cheque. Paid cheque 
into bank. 

„ 12 Purchased, by cheque, from H. Pound & Co., new weighing 

machine for Iq los. 

„ 13 Paid, in cash, wages, £6 los. 

Balance the Cash Book and Ledger as on September 13th, 1919, 
and extract a Trial Balance. 

N.B . — No Profit and Loss Account or Balance Sheet is required. 


Royal Society of Arts 

EXERCISE XXVI 
Stage I. — Elementary {May, 1920) 

BOOK-KEEPING 
[Tluee hours allowed] 

Certificates of one Class only will he granted in this Stage 
(i.) Briefly explain the following terms and abbreviations: — 
Cash Discount. Real Account. Par. 

Cum. div. m/s. Ltd. 

{2.) What is a cheque? Give a specimen form of a cheque for 
£10 5s. 6d. 

(3.) Rule the form of a Cash Book and enter therein the following 
items: — 

1920. January ist. Balance at Bank, £2^5 6s. 2d.; Balance of 
cash in hand, £B6 4s. lod. January 2nd. Paid Wages in 
Cash, £17 6s. sd. January 3rd. Paid into Bank cheque 
received from Smith & Sons in settlement of their account of 
£65 los., they deducting 5 % discount from this amount. 
January 4th. Paid Wm. Robinson, by cheque, the amount 
due to him, £76 6s. 8d., le^ 5 % discount, which was deducted. 
January 5th. P. Peters paid through the Bank the Bill 
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Receivable due this day, £100, January 6th, Paid by 
cheque, ^56, Rent due December 25th, 1919. January 8th. 
Sold an old table for 15s, in cash. Paid into Bank all cash in 
hand with the exception of £10. 

Balance the cash book as on January 8th, 1920. 

(4.) Explain the objects and methods of using a Bills Receivable 
Book. Submit a suitable ruling for such a book and insert two speci- 
men entries. 

(5.) State which of the undermentioned items you would enter 
in the Trading A/c, and which in the Profit and Loss A/c. 

1. Sales. 4. Workmen's Wages. 

2. Purchases returns. 5. Travelling Expenses. 

3. Office Salaries. 6. Stock on hand at end of year. 

Exercise 

George Waud started business on January ist, 1920, as a General 
Dealer. On that date the state of his affairs was as follows : — 

Cash in liand, £1^ 17s. Cash at Bank, £'^2'] 8s. lod. Stock on 
hand, £2$% los. 6d. Furniture and Fittings, ;^94. Sundry 
Debtors: H. Dickson, ;^i8 los.; M. Ravary, 17s. 6d.; 
H. V. Machin, £26 i8s. 4d. Sundry Creditors: H. Hadley, 
;^I2 4s. 8d.: M. Melody, £21. 4s. 6d. 

Open the accounts necessary to record the above particulars in 
the Ledger, and post thereto, through the proper books of original 
entry, the following transactions: — 

1920. 

Jan. 1 Drew and cashed cheque for office purposes, ;^40. 

,, 2 Sold to M. Ravary on credit, 4 rolls serge ait iis los. 6d. per 

roll, less 10 % trade discount. 

,, 3 Paid Wages, in cash, £(> 7s. 6d. 

Bought, on credit, from H. Hadley, 50 oilskin coats at 
I is. 6d. each. 

,, 5 H. Dickson paid, by cheque, the amount of his account, less 

5 % discount. Paid cheque into bank. 

,, 6 Paid by cheque, the amount owing to M. Melody. 

Cash sales for week, ^32 8s. 6d. 

,, 8 Bought, for cash, 16 overcoats at £2 2s. od. each. 

,, 9 Accepted a bill of exchange, drawn by H. Hadley, for the 

amount of his account. 

Drew and cashed cheque for office purposes, £20. 

,, 10 Purchased, for cash, new office desk, £12 los. 

Paid in cash, wages, £'] los., and office expenses, £i 8s. 7d. 

,, 12 M. Ravary paid, by cheque, £2^ on account. Paid cheque 

into bank. 

,, 14 Cash sales for week, ^42 los. 8d. 

Balance the Cash Book and Ledger as on January 14th, 1920, and 
extract a Trial Balance. 

N.B. — No Profit and Loss A/c or Balance Sheet is required. 
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Royal Society of Arts Examinations, 1914 

EXERCISE XXVII 
Stage II, — Intermediate 

BOOK-KEEPING 

[Three hours allowed] 

First and Second-Class Certificates will be granted in this Stage 
Only one question to be answered, but both exercises to be worked 

Exercise II 

The Speedy Motor Cab Co., Ltd., wais registered with a Nominal 
Capital of ;^3o,ooo, divided into 10,000 Ordinary Shares of each, and 
20,000 6% Preference Shares of £1 each. 

From the following "Trial Balance" prepare Trading and Profit 
and Loss A/cs for the year ended December 31st, 1913, and a Balance 
Sheet as on that date : — 

Trial Balance. 



1 

s. 

d. 

i 

s. 

d. 

Ordinary Share Capital A/c 




10000 

0 

0 

Preference Share do. 




18267 

0 

0 

Calls in arrear on Preference Shares 

8 

10 

0 




Stock in hand (January ist, 1913) 

1305 

8 

7 




Cash in hand 

28 

9 

3 




Bank Overdraft 




603 

5 

4 

Cab Earnings 




18697 19 

5 

Salaries 

1187 

10 

3 




Tyres 

4906 

3 

11 




Insurance . . 

1521 

8 

0 




General Expenses . . 

278 

9 

0 




Plant and Machinery 

14.31 

9 

0 




Fixtures and Fittings 

1126 

17 

0 




Taxi Cabs . . 

28000 

0 

0 




Debtors and Creditors 

89 

17 

3 

710 

2 

0 

Reserve for Renewals (Jan. ist, 1913) - . 




500 

0 

0 

Profit and Loss A c (Balance, Dec. 31st, 







1912) 

748 

3 

5 




Rent of Taximeters 

4^>5 

10 

0 




Licences 

312 

8 

0 




Petrol (less Payments by Drivers) 

874 

8 

6 




Training Drivers . . 

103 

5 

4 




Washing and Cleaning Cabs, etc. 

2606 

8 

2 




Repairs 

1810 

12 

5 




Rent, Rates, and Taxes . . 

953 

8 

7 




Lighting 

189 

5 

4 




Directors’ Fees 

250 

0 

0 




Preliminary Expenses 

458 

9 

6 




Legal Expenses and Audit Fees . . 

102 

5 

3 





6 9 ;^48778 6 9 



66 


BOOK-KEEPING FOR SECONDARY 


Before preparing the Accounts, the following adjustments are 
necessary: — 

Charge Depreciation on Plant and Machinery, and Fixtures and 
Fittings, at lo % per annum. 

Charge Depreciation on Taxicabs at 5% per annum. 

Reserve for Renewals, ;^50o. 

Reserve Rates owing £18 17s. 6d. 

Reserve Insurance paid in advance, is. 6d. 

The takings of the cabs on December 30th and 31st amounted to 
j^iyi 8s. 3d., but were not paid in by the Drivers until January 1st. 
Write off one-third of the Preliminary Expenses A/c. The value of the 
Stock in hand as on December 31st, 1913, was agreed at ;^i486 los. gd. 

(See fully-worked Key, pp. 160, 162.) 

A Few Hints and Helps for Exercise XXVII 

As this is the only exercise in the present work which deals with the 
Final Accounts of a Limited Company, it is hoped that with the following 
notes and Model Solution at the end of the book, the student will have 
no difficulty in understanding the paper. 

(а) Only the Profits and Losses for the current period should be 
entered in the P. & L. A/c. 

(б) Tlie Appropriation A/c follows the P. & L. A/c., and precedes 
the Balance Sheet. (Not required in this exercise.) 

{c) The left-hand side of the Balance Sheet should first show the 
Nominal Capital (the maximum amount which the Directors 
have power to raise), which must be ruled off, and then as 
follows : Share Capital paid-up. Debentures, Mortgages, Bank 
Overdraft, Bills, Sundry Creditors, Reserves, and Profits last. 

{d) The Assets on the right-hand side are generally marshalled 
as follows: Immovable Property, Movable Property, Sundry 
Debtors, Stock, Bills, Money (Investments, Goodwill), Amount 
prepaid, and Preliminary Expenses. 


Chartered Accountants’ Examination 
Papers 

EXERCISE XXVIII 

Wm. Johnson took into partnership John Sutcliffe on ist January, 
1904, upon the following basis: — Assets: Machinery, /2500; Stock, 
/2250; Book Debts, ^^1250; Yorkshire Bank, {750. Liabilities: 
^editors, /750 ; Wm. J ohnson Cap. £()Ooo. The freehold premises were 
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tiie property of Johnson, and his Drawing A/c was credited each half- 
year with £125 as rent. Sutdiffe was to bring in as cap. £y>oo, and the 
respective shares were fixed at five-eighths to Johnson and thre^ighths 
to Sutcliffe, the latter being considered acting partner. On the 31st 
December, 1904, the T/B was as below. Stock was valued at ;^3750. 
No int. was to be charged on the drawings. Prepare Trading, P. & L. 
A/cs and B/S, and journalise closing entries. 

Dr. Balances. — ^Machinery, Fixtures and Fittings, /3500; 
Purchases, including Stock ist January, 1904, £14950; Salaries, £450; 
Wages, £1600; General Expenses. £500; Rent, £250; Rejpairs, Altera- 
tions, and Maintenance, £150; Johnson’s Drawing A/c, £700; Sutcliffe’s 
Drawing A/c, £350; Debtors, £2350; Yorkshire Bank, £1500. 

Cr. Balances. — Johnson’s Capital A/c, £6000; Sutcliffe’s Capital 
A/c, £3000; Sales. £16300; Creditors, £1000 

EXERCISE XXIX 

Abe Adam, Ben Binns, and Cecil Clive commence business on 
ist January, 1904, with Cap. £15000. A has £7000, B £4500. and C 
£3500, and they divide profits and losses in the same proportions. On 
3rst December, their T/B is as below. Prepare Trading. P. & L. A/cs, 
Cap. A/cs, and B/S, allowing 5 % int, on Cap., charging 6 % Deprecia- 
tion on Plant, etc., and reserving £1000 for Losses on Consignments, 
Stock, £9870. 

Dr. Balances. — Stock, ist January, £9240; Purchases, £41333: 
Salaries, £620: Wages, £2020; Trade Expenses, £840: Interest and 
Discount, £1008 : Losses in Exchange. £1686; Plant and Fixtures, £1650; 
Debts and Consignments, £16595; Ca.sli, £74; Bank, £1360; A’s Draw- 
ing A/c, £950; B's Drawing A/c, £600; C’s Drawing A/c, £550. 

Cr. Balances. — A's Capital. £7000; B’s Capital, £4500; C’s Capital, 
£3500; Sales, £20522; Consignments. £27060; Commissions, £2644: 
Creditors, £8200; Loan A/c, £5000; Loan Interest, £ioo. 


Royal Society of Arts 

EXERCISE XXX 

Stage II. — Intermediate {May, 1920) 

BOOK-KEEPING 

[Three hours allowed] 

First and Second Class Certificates will be granted in this Stage 
Only one question to be answered, hut both exercises to be worked 
(i.) What is a post-dated cheque ? 

(2.) J. B, Clark is a dry goods merchant, and deals in ladies 
costumes, Scotch tweeds, velvet and silk. 

Give a ruling suitable for his sales book. 
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Exercise I 


Martin Ravary carries on business as a wholesale ladies' costume 
and cloth merchant. On the ist January, 1920, his Assets and Lia- 
bilities were as follows; — 



Assets. 

£ 

s. 

d. 

£ 

s. 

d. 

Furniture and Fixtures 





258 

0 

0 

Sundry debtors: — 








H. Lyons . . 


104 

0 

0 




B. Bryce . . 


158 

0 

0 




C. Allen . . 


17 

0 

0 




P. Wilson . . 


21 

0 

0 







— 

— 

300 

0 

0 

Stock on hand . . 





1029 

0 

0 

Bill Receivable: — 








B. Bryce (due Jan. 

15th, 1920).. 




62 

0 

0 

Cash in hand 





15 

0 

0 

Cash at Bank . . 





256 

0 

0 

Sundry Creditors: — 

Liabilities. 







M. Herriott 


129 

0 

0 




C. Testout 


241 

0 

0 




H. Dickson . . 


36 

0 

0 




Bill Payable: — 



— 

— 

406 

0 

0 

H, Dickson (due Jan. 12th, 1920) 




150 

0 

0 


Open the necessary accounts in the Ledger, and post to it, through 
the proper Subsidiary Books, the following transactions: — 

1920. 

Jan. I Drew and cashed cheque for ;^ioo for Office Cash, 

Bought for cash 16 Paris model ladies coats for 

,, 2 Sold, on credit, to George Dawson, 56 yards velvet at 30/6 per 

yard. 

,, 3 B. Bryce paid, by cheque, I'^o on account. 

H. Lyons gave a Bill for three months for the amount of his 
account. 

Bought, on credit, 2 rolls of Scotch tweed at per roll from 
Robert McGredy & Co. 

George Dawson returned 5 yards of velvet sold him on the 2nd 
inst. — damaged. 

,, 5 Sold for cash two costumes at and los. respectively. 

Paid in cash Wages and Office Expenses is. 

,, 8 Bought, on credit, 100 yards lining silk at 21/6 per yard from 

C. Testout. 

,, 9 Paid, by cheque, M. Herriott’s account less 2j% discount. 

,, 10 Cash sales to date, 1 -^%. 

Sold on credit 24 costumes at 4s. each to P. Wilson, less 5 % 
trade discount. 

„ 12 H.Dickson'sBill, due this day, was duly met through the bank. 

Paid Wages, in cash, ^£14, and Office Expenses, /3 4s. 

„ 14 Paid, in cash. Carriage, /8 6s. 
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Jan. 15 B. Bryl's bill, due this day, was duly met through the Bank. 
„ 16 Bought, on credit, 150 yards blue serge at 20/- pec yard, frmn 

M. Herriott, less 5 % trade discount. 

Gave M. Herriott a cheque on account £50. 

„ 17 Cash sales for week, £92. 

,, 20 Martin Ravary drew cheque, £$o, for private purposes. 

„ 21 Purchased, for cash, 8 dozen coat hangers at 24/- per doz. 
(Charge to Furniture and Fixtures.) 

Returned 10 yards blue serge, purchased on tlie i6th inst,, 
to M. Herriott, as faulty. 

B. Bryce paid ;^ioo on account by cheque. Paid cheque into 
Bank. 

,, 22 Paid cash into Bank, £100. 

Balance the Ledger A/cs as on January 22nd. and extract a trial 
balance. 

Note . — No Profit and Loss A/c or Balance Sheet is to be prepared. 
Exercise II 

The following Trial Balance was extracted from the books of 
L. Pirrie as on December 31st, 1919; — 

Trial Balance. / s. d. £ s. d. 


Capital A/c 

Drawings A/c 
Purchases . . 

Purchases Returns 

Sales 

Sales Returns 
Stock (Jan. 1st, 1919) 

Salaries 

Manufacturing Wages 
Leasehold Factory 
Rent, Rates, and Insurance 
Carriage inwards . . 

,, outwards 
Ofiice Expenses 
Factory Expenses . . 

Plant and Machinery 

Bad Debts Reserve (Jan. ist, 1919) 

Factory Fuel 

Discount A/c (Balance) . . 

Bills Receivable 
Sundry Debtors 
Sundry Creditors . . 

Cash at Bank 

Cash in hand 
Office Furniture . . 

Travellers' Salaries and Commission 


700 o o 
5221 o o 

182 o o 
1146 o o 
028 o o 
3856 o o 
2500 o o 
094 o o 
23 1 o o 
324 o o 
228 o o 
724 o o 
2400 o o 

795 o o 

T24 o o 
3897 o o 

1240 o o 
221 0 0 
350 O O 
987 O O 


0000 O O 

424 O O 
14984 O O 


324 O O 
1800 

1698 o o 


£26448 o o £26448 o 
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You are required to prepare therefrom Trading and Profit and Loss 
A/cs for the year ended December 31st, 1919, and a Balance Sheet as 
on that date. 

Before preparing the accounts the following adjustments are 
necessary; — 

(i.) Depreciation is to be written off as follows: — 

Plant and Machinery 10 %, Office Furniture, 5 %. 

(2.) The Reserve for Bad Debts is to be made up to £400. 

{3.) The value of the Stock, as on December 31st, 1919, was 
£H^9- 

(4.) Three days' Wages (amounting to ^57) had accrued due, but 
had not been paid on December 31st, 1919. 

(5.) Unexpired Insurances, amounting to £68, are to be carried 
forward to next year. 

(6 ) 5 % Iilterest is to be allowed on Capital, but no interest is to 

be charged on Drawings. 

EXERCISE XXXI 
Oxford Local Exam. 

On December 31 my books show the following balances: — 

Overdraft at Bank, £2^2 2s. 3d; Cash at Office, ;^i7 is. 9d. ; Stock of 
Goods, ;^i8oo; Bills payable. Nos. 23, 24, ;^4i8 14s. 8d.; Bills Receivable, 
Nos. 37 to 39, £8j\6 I2S. iid.; Mining Shares valued at £iSlA' in 

account, H. Greenway, /157 os. 7d. Crs. in account, T. James, £2ig 
4s. 6d. 

[N.B. — Money is paid and received by cheques, which pass through 
the Bank the same day, except where the transaction is stated to be for 


Cash (i.e. Office Cash).] 

The following are the transactions for the month : — £ s. d. 

Jan. I Sold Goods to H. Greenway . . . . . . 125 9 10 

„ , 4 Discounted with Bank, H. Greenway’s Bill, No. 

39; discount, ^4 4s. gd. . . . . . . 346 12 ii 

„ 5 Sold Goods for Cash . . . . . . . . 33 15 5 

,, 7 Bought Goods from W. Sweetman . . . . 390 o 4 

,, 7 Paid into Bank from Office Cash . . . . 40 o o 

,, 9 Sold part of the Mining Shares (payment to-day) 864 4 6 

, , 9 Paid W. Sweetman for Goods bought on 7th inst ; 

discount allowed, £xo os. 4d. . . . . 380 o o 

„ i2 My acceptance. No. 23, due to-day, duly paid. . 218 14 8 

„ 15 Bought Goods from T. James 407 3 3 

,, 17 Accepted T. James’ drafts at i and 2 m/d for 

■ together . . . . . . . . . . 400 o o 

,, 21 Debited T. James, by request and for account of 

H. Greenway 129 18 4 

,, 22 Sold Goods to H. Greenway . . . . . . 321 o 7 

„ 22 Sold Goods for Cash 29 12 9 

„ 23 H. Greenway accepted my draft at 1 m/d . . 400 o o 



SCHOOLS AND COMMERCIAL CLASSES 


71 


i s. d. 

Jan. 24 W. Price's Bill, No. 37, due to-day, duly paid . , 300 o o 

„ 26 Paid J. Elliot's A/c for Repairs to Office Fumi- 

ture, Cash 13 a 6 

„ 28 Sold Goods to H. Greenway 84 19 zo 

„ 31 Paid Petty Expenses for Month, Cash . . . . 7 4 7 

„ 31 Value of Goods on hand . . . . . . 2100 o o 

„ 31 Value of Mining Shares on hand 650 0 o 


(i.) Enter in the Cash Book the Cash, Bank, and Discount entries. 
(2.) Journalise the Opening Balances and the Entries which do not 
appear in the Cash Book. 

[Supplementary Books (e.g. Bill Books) are not to be opened.] 
{3.) Post the Ledger from the Cash B(X)k and the J oumal, entering 
the items in each account in order of date. 

(4.) Take out the Trial Balance. 

(5,) Having correctly made the Trial Balance, close the books by 
means of the proper Journal entries, and draw up a Balance Sheet 
Take into account the lo.ss on the Mining Shares. 

i s. d. 

Ans,ver. Gross F’rofit 97 14 10 

Net Profit . . 63 7 10 

Capital . . . . 3548 1 8 

EXERCISE XXXII 

London Chamber of Commerce {Junior) 

A Trader’s Assets and Liabilities at January ist are as follows:-- 
Debtors — £ s. d. s. d. 


A 

.. 125 

0 0 


B 

Creditors — 

.. 130 

0 0 

255 0 

0 

C 

60 

0 0 


D 

• • 45 

0 0 

105 0 

0 

Bills Receivable 


87 0 

0 

Bills Payable 


5b 0 

0 

Cash 


200 0 

0 

Plant and Furniture 


150 0 

0 

Stock-in-Trade 

Prepare his Balance Sheet. 


300 0 

0 

His transactions during the month of January are as follows: 

Sales — 

£ 

s. d. £ 8. 

d. 

To ^ 

. . no 

0 0 


„ B 

. . 50 

0 0 

160 0 

0 
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£ 

s. 

d. 

£ 

s. d. 

Ihirchases — 






■ From C . . 

• • 35 

0 

0 



„ D 

.. 30 

0 

0 




— 

— 

— 

65 

0 0 

Cash received — 






From A 

. . 160 

0 

0 



„ B 

.. 70 

0 

0 



Bills Receivable, collected 

.. 87 

0 

0 




— 

— 

— 

317 

0 0 

Cash Paid — 






To C 

. . 60 

0 

0 



Trade Expenses . . 

.. 40 

0 

0 



Bills Payable 

• • 35 

0 

0 




135 o o 

Bills drawn — 

On B 110 o o 


Bills Accepted — 

In favour of D . . . . . . 50 o 0 

Open the Ledger with the Assets and Liabilities in the preceding 
question, making proper Journal Entries. Enter also in the Journal 
the above transactions for January, taking stock on January 31st, as of 
value of /290. Prepare F^ofit and Loss A/c and Balance Sheet, and 
close the Books, putting all your entries through the Journal. 

i s. d. 

Answer. Gross Profit . . . . 85 o o 

Net Profit . . . . 45 o o 

Capital . . . . 876 o o 

College of Preceptors 

EXERCISE XXXIII 

(i .) The following is a statement of certain transactions of the firm 
■' Imperial Coal Company, Limited." You are required (i.) to Journalise 
these transactions: (ii.) to Post into the Ledger; (iii.) to Balance the 
Ledger. 

18—. £ s. d. 

Jan. I Capital at Bank .. .. .. .. .. 10000 o o 

,, 9 Purchase from Clay Cross Co., 3000 tons at 15/- 2250 o o 

„ II Purchase from Butterly Co., 2000 tons at 14/- 1400 o o 

,, 19 Purchase from Cannock Chase Co., 500 tons at 12/- 300 o o 

„ 23 Purchase Premises, and pay by Cheque . . 2500 o o 

„ 29 Pay by Cheque for Fitting up Premises . . 278 ii o 

„ 31 Paid by Cheque for Preliminary Expenses . . 450 9 o 
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i 8. d. 

Feb. 4 Forwarded to Clay Cross & Co., Accept, at 2 mos. looo o o 

And Draft on Bank for 1 250 « o o 

„ II Sell to H. Clarke & Co., 1650 tons at 16/6 .. 1361 5 o 

„ 17 Draw from Bank 200 o o 

„ 20 Forward to Biitterly Co., a Cheque on Bank for 1200 o o 

Mar. 9 Sell to MacBean & Co., 1250 tons at 17/6 . . 1093 15 o 

,, II H. Clarke & Co., forwards his Accept, at i 

month for 1000 o o 

„ 31 Pay Salaries and other Expenses 85 o o 

Apr. 5 Forward to Cannock Chase Co., Cheque . . 200 o o 

,, 7 The Bank pay Acceptance due to-day for . . 1000 o o 

,, 12 MacBean & Co., forward a Cheque . . . . 893 15 o 

And Acceptance at 3 mos. . . . . . . 100 o o 

,, 14 H. Clarke’s Accept, duly honoured . . . . 1000 o o 

,, 30 Sell to FitzWilliam & Co., 650 tons at 19/6 . . 633 15 o 

May II Sell for Ca.sh 120 tons at 18/6 .. .. .. moo 

,, 24 FitzWilliam & Co. forward Cheque . . . . 633 15 o 

,, 31 Purchase from Cannock Chase & Co., 620 tons 

at 14/6 . . . . . . . . . . 449 10 o 

,, 31 Lodge in Bank .. .. .. ., .. 1400 o o 

June 30 Paid Salaries and other Expenses .. O4 9 3 

Took Stock for half-year, value on hand . . 2700 o 0 


(2.) Explain the terms: Invoice, Discount. Receipt, Trial Balance, 
Cheque — to tahe up a Bill, and to dishonour a Bill 
Answer. Capital, {,10900 6s. 9d. 


EXERCISE XXXIV 
College of I’keceptoks’ Cekiificate 
(i.) Enter the following Statements and Transactions in Invoice 
Book, Sales Book, Cash B(X)k, etc.; or Journalise. 

(2.) I’ust into l.edger, by Double Enlr>’, opening an .Account for 
Joint Capital or the I'irm, and a .separate .Xccount for each Partner, who 
should be treated like other Debtors or Creditors of the firm. 

(3.) Balance the Accounts; a.scertam how much is owing io and hv 
the firm; the Net Capital; the Net Gain, which is to l)c divided Iwtw’een 
the Partners as agreed. Draw out the Balance Sheet. [N.B. — No 
Trial Balance desired. j 


1902. 


L 

s. 

d. 

Mar. 14 

Rec’d. his Acceptance at 1 month 

1 90 

0 

0 

.. 15 

Paid D. Dusting 

200 

0 

0 

15 

And Acceptance at 2 mos. 

150 

0 

0 

.. 17 

Returned Wine to A. Aston invoiced at 

7 

IO 

0 

18 

Paid E. Eaton . . 

120 

0 

0 

,, 18 

And Acceptance at 3 mos. 

80 

0 

. 0 

.. 19 

B. Baker returned Wine invoiced at . . 

20 

10 

6 
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Mar, ig Rec’d. Cheque of B. Baker . . 

„ 20 Rec'd. A. Aston’s Cheque 

,, 20 And Acceptance at 2 mos. 

,, 21 Sold Wine to B, Baker 

,, 21 Sold Wine to C. Coomb 

„ 22 Bought Wine of A. Aston 

,, 24 B. Baker returned Wine value 

„ 24 A. Aston’s Cheque for £92 los. returned by the 

Bank this day dishonoured. 

25 Paid Rent 

„ 25 Rec’d. demand note for Rates 

,, 26 Bought Wine of F. Farmer 

,, 26 Bought Wine of D. Dusting 

,, 27 C. Coomb retired his Acceptance 

,, 27 And was allowed Discount . . 

29 Interest on Capital 

,, 29 Stock of Wine on hand . , 


£ s. d. 
179 9 6 
92 10 0 

lOO O 0 

280 10 o 
310 O o 
150 o o 
40 o o 


30 O o 
5 17 6 

300 o o 
70 o o 
188 15 o 
I 5 o 
25 o o 
1800 O 0 


EXERCISE XXXV 

College ok Preceptors {Senior, Xmas, 1907) 

On 29th June, 1907, S. Home’s Books showed the following 
balances Cash at Union Bank, £’j8'j los.; Cash at Office, £^7 los.; 
Goods, £675-, B/R, due 24th July, £6$; B/P, due 12th July, £75; due to 
Terriss & Wall, ;^i5o; due by A. Bridge, £721 and F. Grange, £88. On 
ist July, D. Dome is admitted as a working partner, having paid ;^i5oo 
into the Firm's A/c at Union Bank. It is agreed that the Net Gain or 
Loss of "Home & Dome’’ shall be shared equally. Enter in practical 
form or journalise, post, prepare P. & L. A/c and B/S. Cheques must be 
treated as Bank transactions. 

£ s, d. 

July 2 Bought of Church & Co., Goods . . .. .. 225 o o 

Sold to B. Castle, Goods . . . . . . . . 48 12 o 

,, 4 Paid Church & Co. Cheque ;^i8o, Dis. allowed ;^9 189 o o 

,, 9 Sold to S. Tower, Goods. . . . . . . . 57 10 0 

Accepted Terriss & Wall’s draft at 2 mos. for 125 o o 

,, 12 Rec’d. from A. Bridge, Cash 2 and Cheque ;^6o 72 o o 

Sold to A. Bridge, Goods. . . . , . . . 68 14 o 

B/P, due this day, paid at our Bankers. . .. 75 o o 

,, 15 Sold Goods for Ca.sli up to this date ^47 18 o 

Paid Wages, etc., in Cash up to this date .. 25 12 o 

Sent Cash to Bank up to this date . . . . 150 o o 

,, 16 Sold to F. Grange, Goods . . . . . . 74 16 o 

Rec’d. from A. Bridge, Cheque £(>7, Dis. £1 14s. 68 14 o 

,, 20 Sold to B. Castle, Goods . . . . . . . . 86 5 o 

Bought Goods and paid by Cheque . . . . 206 10 o 

,, 22 Rec’d. of B. Castle, Cheque ;^85, Cash £1^, Dis. 


2 10 o 
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July 24 B/R due this day, paid to our Bankers 
„ 25 S. Tower accepts our Draft at 3 mos. for 
,, 27 Rec’d. of F. Grange, Cheque £88, Cash £40, Dis. 
„ 31 Sold Goods for Cash up to this date 

Paid Trade Exs. in Cash up to tliis date 
Sent Cash to Bank up to this date 
S. Home drew Cash for Private Exs. to date 
D. Dome drew Cash for Private Exs. to date 
Siock of Goods in hand valued at £550. 


65 o 
57 *0 
i o 
176 5 
26 14 
180 o 



L 

s. 

d. 

Gross Profit 

103 

10 

0 

Net Profit — 

S. Home 

27 

10 

0 

1>. Home 

27 

10 

0 

Capitals — 

S. Home 

•• 1515 

10 

0 

D. Dome .. 

• • 

10 

0 


EXKKClSK XXXVl 

National I njon of Tkac hkks’ Commercial Certificate 
[Intermediate) 

(i.) Give the meaning of Ad valorem. Tale Quale, Vendue, Del 
Credere. 

(2.) Explain the following terms used in connection with Bills of 
Exchange: Accepted, Honoured. Discounted, Noted. 

(3.) Andrew Watson, d'ca Merchant, commenced business on 
January 1st. looi, with Casli in Office, £70; Cash at Bank, £\2oo\ 
Stock-in-Trade, /1500: Bills Receivable Nos. 20, 21, 22, £'800; Amounts 
owing by Henry Stokes, £220; I’Jiilip Johnson, £350; Sundry Debtors, 
£600. 

His liabilities were: Bills Payable Nos. 30, 31, 32, £750; William 
Blake, £150; and Sundry Creditors, £200. 

You are requested to enter the following transactions in the proper 
books, viz. : Cash Book, Purchases Book, and Sales Book. Any items 
which do not properly fall into either of these books may be journalis^. 

You will next post the above books to the Ledger, then draw out a 
Trial Balance, Profit and Loss A/c, and Balance Sheet. 

Receipts and payments should be entered in the Cash Book as the 


transactions indicate. 

1901. £ s. d. 

Jan. I Sold Hy. Brown, Tea 340 10 o 

1 Rec’d. his Acceptance at 2 mos. 

,, 2 Paid Sundry Creditors by Cheque . . . . 82 10 o 

,, 3 Bought of W. Blake 200 Chests Tea . . . . 280 o o 

,, 3 Paid Frt. and Duty, Cheque 130 15 o 
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£ 

8 . 

d. 

Tan, 4 

Rec'd. from Sundry Debtors and paid into Bank 

325 12 

6 


4 

Sundry Cash Sales 

12 

7 

6 


5 

Sold Hy. Stokes, Tea 

120 

IS 

0 


7 

Sold Tea to P. Johnson 

40 10 

0 


7 

Rec’d. his Bill at i month 

388 

0 

0 


7 

Allowed him Dis 

2 

10 

0 


9 

Rec’d. Cash of Sundry Debtors . . 

45 

7 

6 


10 

Rec’d. Cheque for B/R 20 

200 

0 

0 


11 

Sold Hy. Stokes, Tea 

• 27 

10 

0 


II 

Paid Rates and Taxes, Cash 

10 

17 

6 


12 

The Bank paid Bill No. 30, due this day 

150 

0 

0 


12 

Sold 200 Chests Tea to Hy. Brown for Bill at 






2 mos. 

240 

0 

0 


14 

Rec’d. Cash, Sundry Debts collected . . 

80 

10 

6 


15 

Drew Cheque for Private Purposes 

100 

0 

0 


16 

Rec’d. Cheque for B/R 21 

460 

0 

0 


17 

Drew Cheque for Rent 

15 

0 

0 


18 

Paid Water Rate, Cash . . 

4 17 

6 


19 

Bought of R. Vince, Tea 

275 

0 

0 


21 

Rec’d. Cheque of Hy. Stokes 

145 

0 

0 


21 

And allowed him Dis 

3 

5 

0 


22 

Sold Tea to Hy. Stokes . . 

32 

12 

6 


23 

Bought Tea of R. Vince 

115 

0 

0 


23 

Gave him Acceptance at 3 mos. . . 

275 

0 

0 


24 

Paid Travelling Expenses, Cash 

5 

7 

6 


25 

Drew Cheque for Salaries and Wages . . 

40 

10 

0 


25 

Sold P, Johnson, Tea 

30 

10 

0 


For which he gave a customer’s cheque for £40 
and was paid the difference in Cash. 


26 The Bank retired B/P 31, paying £300; Rebate 

allowed, £2 15s. . . . . . . . , 302 15 0 

28 P. Johnson’s Cheque for ;^40 was returned by 
the Bank this day dishonoured. 

31 Interest on Capital .. .. .. .. 15 o o 

31 Stock on hand . . . . 1516 o 0 

i s. d. 

Answer. Gross Profit .. 60 o o 

Net Loss . . . . 34 12 6 

Capital 3520 7 6 
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EXERCISE XXXVII 

College of Preceptors (Senior, Midsummer, 1908) 

(i.) Draw up a Journal from the following Transactions of 
Mersey & Co. Post and Balance the Ledger, Find the Net Profit or 
Loss. 1908, January i. Assets : Cash at Bank, ;^326 5s. lod.; Cash at 
Office, ;^i8 i6s. 3d.; B/R, £289 i8s. 4d.: Goods. /1008 irs. 8d.; Hartley 
& Co., ;^84 i8s. 8d. ; Winter & Co., ^^28 10s. Liabilities : B/P, £100 ifis. ; 
Hatfield & Co., ;^53 i8s. 6d.; Borthwick & Co., £82 is. 3d. 


£ s. d. 

Jan. 2 Advanced to clerk for Petty Expenses. . .. 10 o o 

„ 3 Rec’d. from Wanstead & Co. a Consignment of 

Goods to be sold on their a/c at 2j% Com., 

invoiced at . . 350 o o 

.. 4 Sold Hartley & Co., Goods 84 18 o 

Sold Part & Co., Goods 132 ii 8 

,, 6 Paid Hatfield & Co. by Cheque ;^53 Gs. ; Dis. . . 126 

,, 8 Bought of Borthwick & Co., Goods .. .. 184 6 o 

,, 9 Bought of Hatfield & Co., Goods .. .. 72 3 4 

Rec’d. of Hartley & Co., Acceptance at 1 month 

;^i5o; also a cheqtie for £ig 6s. 4d.; Dis. . . 10 4 

,, 10 Purchase<l at Sale. Goods for Cash .. .. 300 o o 

Disposed of this for Cash . . , . . . . . 320 o o 

,, II Discounted a B;R for ;r207 I os.; Cash rec'd. . . 205 5 o 

Dis. charged 250 

,, 13 Rec’d. Cash from Winter & C.O., £28 2S. 6d.; Dis, 7 6 

.. 15 Sold Burton & Co.. Goods . . • • . > 250 o o 

.. 16 Rec’d. of Burton & Co. 2 mos. Acceptance £200] 

Cheque ;^49; Allowed Dis. . . . . . . .100 

18 Paid by Bank, my acceptance due this day . . 100 16 o 

22 Sent Cash to Winter & Co 20 o o 

,, 24 Sold to Burton & Co., part of Wanstead & Co.’s 

Consignment - . ■ . • • • • 200 o o 

Com. on tliis Sale is .. .. •• 5 ^ ° 

., 25 Sold Hatfield & Co., Goods 42 o o 

Accepted Borthwick & Co.’s Draft at 21 days 266 7 3 

,, 27 Rec’d. Cash, being 10/- in the £ on Part & Co.'s 

Debt in Bankruptcy 66 5 10 

,, 31 Allowed Clerk for Petty Expenses . . . . 9 13 ^ 

Clerk’s Monthly Salary paid 10 o o 

Goods on hand valued at £qoo. 


(2.) A. and B. join in partnership. A. contributes ;^400, B. £600. 
At the end of a year’s trading the Balance at Bank is ;^885; Cash in 
hand, £7$: B/R. ;^:35o; B/P. ;^i4o; Owing by: Mr. A., £56; Mr. B., £67 
Mr. C., ;^78; they owe Mr. D.. £96-, Value of Goods unsold, £750. Find 
their Net Capital, their Net Gain, and each partner’s share in it. 
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(3.) Change £2$ 6s. 3d. into French Coinage, when 25 francs 
16 centimes make li. 

(4.) Explain the terms ; Draft, Acceptance, Days of Grace, Liqui- 


dation, Bonus. 

i s. d. 

Answer. Gross Profit . . . . 164 8 8 

Net Profit . . . . 79 19 o 

Capital 1600 4 o 


EXERCISE XXXVIII 

College of Preceptors {Junior, Xmas, 1908) 

On 3i8t October, 1908, the books of J. Brown showed the following 
results: — Cash at Bank, ;^375 ; Cash at Ofl 5 ce, £;^6 15s, ; Goods, ^587 los. ; 
Owing to Turner & Co., £ig'j los. ; Owing by C. Davis, ;^62 5s. Enter in 
Invoice Book, Sales Book, and Cash Book, or journalise, post, prepare 
Profit & Loss A/c and B/S. A ll cheques to be treated as Bank transactions. 

£ s. d. 

Nov. 2 Sold to A. Blake, Goods 53 10 o 

„ 3 Bought of G. Roll, Goods . . . . . . 235 17 6 

„ 4 Sold to L. Morgan, Goods . . . . . . 68 15 o 

„ 5 Sold Goods for Cheque (sent to Bank) . . . . 7250 

„ 7 Paid Turner & Co. Cheque ;^I42 ios.;Dis.;^7 10s. 150 o o 

„ 9 Sold to V. Walters, Goods 86 12 o 

„ II Rec'd. from A. Blake, in Cash 37 10 o 

„ 12 Rec’d. from L. Morgan, by Cheque . . . . 40 7 6 

,, 13 Sold to C. Davis, Goods 45 8 o 

Paid to G. Roll, Cheque ;^I30, Dis. £$ 17s. 6d. 135 17 6 

„ 14 Sold Goods for Cash up to this date .. .. 182 16 o 

Sent Cash to Bank up to this date .. . . 195 18 o 

Paid Trade Expenses, in Cash., .. 16 5 o 

„ 16 Rec'd. from C. Davis, Cheque /80, Dis. £2 . . 82 o o 

„ 17 Bought Goods and paid by Cheque . . . . 246 15 o 

„ 20 Sold to V. Walters, Goods 39 8 0 

„ 24 Rec'd. from Walters, Cheque £122 17s., Dis. 330 

„ 25 Sold to L. Morgan, Goods . . . . . . 92 12 6 

Rec'd. from L. Morgan, Cash ;^i5, Cheque £'](> 91 o o 

„ 30 Sold Goods for Cash since 14th Nov. . . 207 10 o 

Sent Cash to Bank since 14th Nov 216 8 o 

Paid Wages in Caish since 14th Nov. . . . . 37 15 o 

Stock in Goods valued at £2^$. 

(i.) E. Field and V. Wood are partners in a.business. E. Field’s 
Capital is ;^350, V. Wood's is ;^45o. Their Net Gain for the year is £"^76, 
and it is to be divided between them in the ratio of their respective 
Capitals. How much will each receive ? 

(2.) R. Stone owes J. Bright £(>^ 7s. 6d., and, becoming bankrupt, 
pays 12/- in the £. How much will J. Bright receive? What is his 
loss? Give his Journal entries. 
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(3.) Change 294 dollars 88 cents, into ^ s^d., when is equivalent 
to 4 dollars 85 cents. 


Answer. Gross Profit .. .. 73 14 o 

Net Profit . . . . 27 18 6 

Capital 91 1 18 6 


EXERCISE XXXIX 

College of Preceptors {Senior, Midsummer, 1909) 

(i.) On 1st January the afiairs of W. Dix stooti thus: — Liabilities, 
£2500: Assets, ;^ioooo. On the same date R. King was taken into 
partnership with a Capital of £30001 the Capital and Drawings are 
subject to 5% interest. The Net Profit shall be divided thus : — 7/9ths to 
W. Dix and a/gths to K King. i9o<>, January 5, W. Dix draws out 
for Private Expenses, £250; Januar>’ 15. R. King draws out for 
Private Expenses, £50; January 30, Int. on VV. Dix's Drawings, 
£1 os. lod.; Int. on R. King’s Drawings. 4/2; Int. on W. Dix’s Capital. 
£30 4s. 2d.: Int. on R. King’s Capital. £10 4s. 2d. The Net ^ofit 
amounts to £432 13s. 6d.. W. Dix receiving £336 los. (xl. and R. King 
receiving £g6 3s. Draw out the Private A/c of eac h partner, and also 
the Joint Capital A/c. 

(2.) Journalise the following entries recorded in the Books of 
Verulam & Co., observing that the entries complete the transaction: — 
1909, January 5. Rec’d. notice of the foundering of our smack 
“Fridd,” valued with boat and gear at £600, and of the crew’s safety 
and of that of tlie boat, valued at £20: January 20. Rec’d. from Albert 
Insurance Co., in full, our insurance on smack, £400; January 30. 
Sell for Cash to Adventurers the smack for £60. 

(3.) Make out a Ledger .\/c and find the Net Gain or Loss. 

11(4.) Change 123 dollars 45 cents, into £ s, d. when £i Ls equivalent 
to 4 dollars 85 cents. 

(5.) Journalise the following transactions, post, prepare T/B and 
P. & L. A/c. Keep separate .\/cs for Port and Sherry. ic)o8. 


£ s. d. 

July I E. Wliitty invests and pays into Bank . . 250 o o 

W. Dickson invests and pays into Bank . . 155 4 6 

,. 8 Bought of Bertimati, 13 Butts of Sherry at £28 364 o o 

Sold J. Smith, 7 Butts Sherry at £35 . . . . 245 o o 

Rec'd. of J. Smith his Acceptance at i month 245 o o 

„ 10 Paid Smith’s Bill into Bank for Dis 106 

Paid Duty (by Cheque) on Slierry for J . Smith 93 710 

„ 15 Paid to our A/c at Bank by J. Smith on A/c of 

Duty 50 o o 

„ 17 Drew Cheques for Cash, £25 : for Petty Cash . . 10 o o 

„ 19 Rec'd. of J. Smith: Balance of amount paid for 

Duty, £43 7s. lod.; Int. for 7 days, lod.. . 43 8 8 
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July 23 Bougbt of SaijjJiman & Co., 3 Pipes of Port at s, d. 

£A 5 135 o o 

„ 27 Sold J. Simpson, i Pipe Port, ;^52; 4 Butts 

Sherry at £32, ;^i28 . . . . . . 180 o o 

„ 31 Wrote ofi from Profits to cover future Bad 

Debts 2 10 o 


Sundry Expenses paid by Clerk . . . . 271 

Paid Clerk’s Monthly Salary 6 13 4 

(6.) Explain the following terms as applied to Bill transactions : — 
(a) Acc^ting a Bill, (6) Arriving at Maturity, (c) Discounting a Bill, 
(df) Endorsing a Bill, {e) Days of Grace, (/) Protesting a Bill. 

£ s. d. 

Answer to Question 5. Gross Profit . . . . 700 (Sherry) 

,, . . . . 65 o o (Port) 

Net Profit — 

E. Whitty . . . . 29 15 o 

W. Dickson .. 29 14 ii 

Capital — 

E. Whitty , . . . 279 15 o 

W. Dickson.. .. 184 19 5 


EXERCISE XL 

National Union of Teachers {Elementary, 1912) 

(i.) What is meant by an entry, a posting, a debit, a balance, an 
account, a sales ledger, a limited company ? 

(2,) In space No. 20 of your Ledger make out a model Profit and 
Loss A/c showing a balance of 150 profit. The a/c should show three 
difierent items of loss and two items of profit. 

Exercise; — On ist January, 1912, Henry Hart had Cash in Office, 
;^i2o; Cash at Bank, ;^425 12s. 6d. ; Goods on hand, £$$0 los. Debtors: 
A. Allen, ;^2io 15s, 6d.: B. Best, 4s, 6d.; C. Crane, /120 7s. 6d.; 
D. Dare, ^175 los. Creditors: E. Eley, li^o 6s. 8d.; F. Fish, £2^0 
13s. 4d. Find and credit his Capital. Enter in suitable books, post the 
Ledger, draw a T/B, balance the a/cs, and make a Profit and Loss A/c 
and B/S. 




£ 

s. 

d. 

Jan. I 

Charge A. Allen interest on his overdue a/c . 

1 

I 

8 

Purchased Goods with Cheque . . 

215 

7 

6 

.. 2 

Rec’d. Cheque in full discharge of Dare’s a/c. 
Wrote ofi his balance as Bad Debt. 

153 

II 

3 

M 3 

Rec’d. Cheque from A. Allen . . 

211 

17 

2 

.. 4 

A. Allen bought Goods of me . . 

180 

12 

6 


Paid Charges for him from Ofl&ce Cash . . 

I 

7 

6 

.. 5 

Rec’d. Cheque from A. Allen . . 

82 

0 

0 

.. 6 

Sales to A. Allen . . 

57 

3 

4 


Paid Wages from Ofiice Cash 

4 

10 

0 
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♦ ^ i. d. 

u 8 B. Best sent his Cheque, ;^35i ; allowed Dis. . . 946 

9 Sold Goods to B. Best . . 350 10 .2 

I Paid Rent with Cheque 20 o o 

10 Purchases from C. O^e 25 xo o 

II Rec’d. Cheque from C. Crane. /90 10s. 6d.: Dis. 470 

12 C. Crane bought Goods 11084 

ly Paid Rates with Office Cash 634 

Rec’d. a Cheque for Goods 150 6 8 

15 Rec'd. Cash for a Bad Debt 16 3 o 

16 Posted a Cheque to E. Eley, £127 los.; Dis. . . 2 16 8 

17 Bought Goods of E. Eley 155 7 8 

Drew Cheque for self 25 o o 

18 Drew a Cheque for E. Eley 105 7 6 

19 E. Eley sold me Goods 140 13 4 

20 Paid Wages with Office Cash 4 10 o 

22 F. Fish bought Goods 130 o o 

23 Posted Cheque to F. Fish. /;i47 6s. 8d.; Dis. .. 368 

24 Purchases from F. Fish 245 4 10 

25 Bought Goods from K. King 78 2 6 

26 Sent King a Cheque for half cost of Goods . . 39 * 3 

27 L. Lane bought Goods of me 120 1 3 

29 Sent Cash to Bank 10000 

31 Interest on Capital 6 13 4 

Goods on hand, £2^1 33. 8d, 
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Fully-worked Key for Exercise VII 

ADJUSTING ENTRIES 





Dr. 


Cf. 


1922, 



L.F. £ 

8 . 

d. 

£ 

s. 

d. 

Dec. 31 

Interest 

.. Dr. 

250 

0 

0 





To North's Capital A/c 





200 

0 

0 


„ South's 





50 

0 

0 


Depreciation 

.. Dr. 

52 

10 

0 





To Plant 





52 

10 

0 


Bad Debts 

.. Dr. 

371 

0 

0 





To Bad Debts Reserve 





371 

0 

0 




£(>73 

10 

0 

£^73 

10 

0 


♦CLOSING 

ENTRIES 









£ 

s. 

d. 

£ 

s. 

d. 


Trading A/c 

.. Dr. 

9565 

0 

0 





To Stock 





1900 

0 

0 


,, Purchases 





6425 

0 

0 


„ Wages 





1240 

0 

0 


Sales 

.. Dr. 

1 1400 

0 

0 





Stock on hand . . 


2000 

0 

0 





To Trading A/c 





13400 

0 

0 


Trading A/c 

.. Dr. 

3835 

0 

0 





To Profit and Loss . . 





3835 

0 

0 


Profit and Loss 

.. Dr. 

1495 

0 

0 





To Trade Expenses 





237 

10 

0 


„ Office „ 





47 

10 

0 


„ Discounts 





60 

0 

0 


,, Salaries , . 





236 10 

0 


„ Rent, Rates and Taxes 





191 

0 

0 


,, Repairs 





49 

0 

0 


„ Interest , . 





250 

0 

0 


„ Depreciation 





52 

10 

0 


„ Bad Debts 





371 

0 

0 


Bad Debts Reserve 

.. Dr. 

225 

0 

0 





To Profit and Loss . . 





225 

0 

0 


Profit and Loss 

.. Dr. 

2565 

0 

0 





To North’s c/a 





1282 

10 

0 


„ South’s c/a 





1282 

10 

0 


North’s c/a 


416 

0 

0 





To North's d/a 





416 

0 

0 


South’s c/a 


250 

0 

0 





To South’s d/a 





250 

0 

0 


* These* are seldom required now either in business houses or in commercial 
examinations. 
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Liabilities. ! 
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Fully-worked Key for the Oxford Local 
(Junior and Senior, 1907) 

EXERCISE XI 11 

Dr. Cr. 


1907. 


L.F. 

i 

s. 

d. 

1 

s. 

d. 

Jan. I 

Goodwill A/c 

.. Dr. 

600 

0 

0 





Plant A/c 

.. Dr. 

250 

0 

0 





Stock A/c 

.. Dr. 

150 

0 

0 





To Vendor's A/c 





1000 

0 

0 

.. I 

Vendor's A/c 

.. Dr. 

500 

0 

0 





To Bills Payable A/c . . 





500 

0 

0 

.. 2 

Goods A/c 

.. Dr. 

228 

9 

2 





To H. Perry . . 





228 

9 

2 

.. 13 

J. W. Potter .. 

.. Dr, 

88 

10 

0 





To Good.s A/c 





88 

10 

0 

.. 27 

F. BuUock 

.. Dr. 

205 

12 

6 





To Goods A/c 





205 

12 

6 

.. 31 

Goods A/c 

.. Dr. 

lOO 

8 

4 





To J. H, Gardiner .. 





100 

8 

4 

Feb. 19 

Bond & Co. 

.. Dr. 

5O5 

2 

2 





To Goods A/c 





565 

2 

2 

.. 23 

Goods A/c 

.. Dr. 

96 

8 

2 





To Dance & Co. 





96 

8 

2 

Mar. 3 

Goods A/c 

,. Dr. 

55 

0 

0 





To F. Bullock 





55 

0 

0 

„ 21 

Goods A/c 

.. Dr. 

215 

12 

6 





To H. Perry , . 





215 

12 

6 

M 31 

Petty Expenses . . 

.. Dr. 

6 

15 

4 





To Petty Cash 





6 

15 

4 


;^306i 18 z £3061 18 3 



CASH. CONTRA. 

Discount. Office. Bank. Discount. 


op w 


o 


© vO\ o „ 'p; ■ 


O' 



1907. 

April I To Balance b/d 
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«7 


TRIAL BALANCE 




/>. 



Cr. 



L.F. 1 

s. 

d. 

1 

s. 

d. 

Bank A/c 

285 

4 

4 




Cash A/c 

790 

8 

2 




Petty Cash A/c 

18 

4 

8 




Capital A/c 




1250 

0 

0 

Vendor’s A/c 







Bills Payable 




500 

0 

0 

Goodwill A/c 

. . . . . . fKiO 

0 

0 




Goods A/c 




200 

16 

6 

Plant A/c 

250 

0 

0 




Carriage A/c 

3 

12 

0 




Wages A/c 

253 

4 

0 




Repairs A/c 

8 

0 

0 




Rent A/C 

20 

0 

0 




Petty Expenses 

6 

15 

4 




Discount A/c 

2 

4 

6 




J. H. Gardiner .. 




100 

8 

4 

Dance & Co. 




96 

8 

2 


■2237 13 o inn 13 o 



CAPITAL ACCOUNT 




April I To Stock on hand b/d . . . . 19 
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BULLOCK’S 


90 







H 


Note.— S mall accounts with Debit balances such as Caniage. Discount, etc., have not been shown in the Lecher. 
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Fully- worked Key for the Cambridge Senior Local, 14th December, 1906 

EXERCISE XVII 
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Balance b/d . . . . . . ^3967 



Dt. GEORGE JOHNSON’S CURRENT ACCOUNT C 

1905- i s. d. 1905. £ 

Bc. I To Balance . . . . 100 o o Dec. 31 By Partner's Salary A/c . . 200 

> 39 <• i Year’s Salary .. .. 100 00 ..3* .. Transfer to Capital A/c .. . 116 
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Dr. PURCHASES ACCOUNT C 

1905. FOL. I 1905. FOL. 

sc. I To Balance £39^2 o o Dec. 31 By Transfer to Trading A/c . . ^3962 
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Jan. I To Balance b/d . . . . . . £200 



BILLS PAYABLE ACCOUNT 


SCHOOLS AND COMMERCIAL CLASSES 



o o Zff? 



Dr. EDWARDS & CO.’S ACCOUNT 

1905. ‘ fol. £ s. d. I 1905. 

ic. 7 To Bills Payable . . . . 200 o o j Dec. i By Balance 

, 31 „ Balance . . . . . . 263 o o | 
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TRADING ACCOUNT FOR THE YEAR ENDING DECEMBER 31ST. 1905 
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cfi T5 .2 

I § i -z 

S || II 


349 o o By G. Johnson’s Net Loss 
„ H. Johnson's Net Loss 



SCHOOLS AKD O^HlIERCIAl CfAS^ 


TRIAL BALANCE 



Dr. 


Cr. 




roL. £ 

s. 

d. 

i 

s. 

d. 

G. Johnson’s Capital A/c 




2100 

0 

0 

H. Jolinson’s Capital A/c . . 
Partner’s Salary A/c. . 

200 

0 

0 

4200 

0 

0 

Bank A/c 

573 

0 

0 




Bills Receivable A/c.. 

200 

0 

0 




Bills Payable A/c 

Brown & Co.'s A/c . . 

187 

0 

0 

350 

0 

0 

Edwards & Co.'s A/c 




263 

0 

0 

Plant A/c . . 


0 

0 




Stock A/c 

3 d 7 o 

0 

0 




Purchases A/c 

Sales A/c 

3962 

0 

0 

5.561 

0 

0 

Wages and Office Expenses A/c 

1325 

0 

0 




Bad Debts A/c 

297 

0 

0 




Partner's Interest A/c 

300 

0 

0 




Depreciation A/c 

140 

0 

0 
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Fully-worked Key, Cambridge Senior Local, 15th December, 1 
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31 To Current A/c 
31 ,, Balance c/d 
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BANK ACCOUNT 


5c;iiuui-s AND COMMERCIAL CLASSES 





o o 



SALES ACCOUNT 


104 
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31 To Balance . . . . £300 o o Dec, 9 By Young & Co.'s A/c . . £300 o* o 
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o 
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o 

0 0 

O 1 

o 
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o 

« o 0 
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Hi 
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By Balance b/d 



PLANT AND MACHINERY ACCOUNT 


BOOK-KEEPING FOR SECONDARY 



Bank . . 126 



MACHINERY DESTROYED ACCOUNT 
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.^00 

0 » 0 0 

0 0 

s. d. 

0 0 

0 

0 

« 0 

« 0 

0 

0 
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J 

1 

i 

♦00 

8 
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DEPRECIATION ACCOUNT 
/ s. d. ! iqo5 

Pec. 31 To Plant and Machinery £360 o o Dec. 31 By Transler to P. & L. . 



TRADING account OF MESSRS. W. & R. MACINTOSH FOR YEAR ENDING DECEMBER 3IST. 1905 
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Macintosh’s Capital A/c 
1 . Macintosh’s Capital A/c 



SCtR)OfLS AHD roMHEBOAl. CLASSIS 


m 


, TRIAL BALANCE OF MESSRS W. ft R. MACINTOSH, 
DECEMBER, 1905 


Capital — 

W Maantosh 
R Maantosh 
Bank A/c 
Purchases A/c 
Sales A/c 
Stock A/c 

Bills Receivable A/c 
Bills Payable A/c 
Jones & Co 's A/c 
Robinson & Co ’s A/c 
Young & Co 's A/c 
Plant and Machinery A/c 
Wages and Office Expenses A/c 
Machinery Destroyed A/c 
Partner’s Salary A/c 
Partner's Interest A/c 
Depreciation A/c 


FOL Vr Cf 



8 

d 

£ 

8. 

d 




4200 

0 

0 




3150 

0 

0 

713 

0 

0 




4980 

0 

0 







7040 

0 

0 

2780 

0 

0 




100 

0 

0 







300 

0 

0 

340 

0 

0 




126 

0 

0 







290 

0 

0 

3240 

0 

0 




1491 

0 

0 




100 

0 

0 




400 

0 

0 




350 

0 

0 




360 

0 

0 
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BALANCE SHEET OF MESSRS. W. & R. MACINTOSH ON 3,51 DECEMBER. 1905 
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Fully- worked Key, Cambridge Senior Local, No. 3, 1909 
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Fully -worked Key Cambridge Senior Local, 
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TRADING ACCOUNT OF MESSRS. JONES & ROBINSON FOR YEAR ENDING DECEMBER 
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TRIAL BALANCE OF MESSRS. JONES & ROBINSON. 
DECEMBER, 1908 
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Robinson 
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Fully-worked Key for the Cambridge Senior Local, 1910. No. 
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Fully-worked Key for the Cambridge Senior Local Examination, 1912. 
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TRIAL BALANCE 0 ^ MESSRS. LONGSDEN & KING ON 31ST 
DECEMBER, 1910 


Dr. Cf. 
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Fully- worked Key of the Cambridge Senior Local Book-keeping 
Paper for July 1921 
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TRIAL BALANCE 

Dr. Cr. 
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PROFIT AND LOSS ACCOUNT FOR THE YEAR ENDED 31ST DECEMBER, 1920 
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Note, — This key is not put forward as a standard solution It is quite conceivable the Gr<»s Profit might be modified, 
e.g., it is assumed that “Lighting'’ im general and not cab lighting. 



BALANCE SHEET, 31ST DECEMBER, 1913 
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Commercial Terms 


Account Sales. — A. statement showing particulars of goods sold on 
behalf of another. 

Agent . — One who is empowered to represent a principal. 

Ad Valorem . — According to value. 

Arrangement . — A “Deed of Arrangement" is a deed embodying an 
arrangement arrived at between an insolvent person and his 
creditors. 

Atidit . — To check by means of documents. 

Bank Overdraft.— The amount owing by a customer to his banker where 
the former has drawn more money out of his Current A/c at 
Bank than he has paid in. 


Bankrupt . — A person who cannot pay his debts in full. 

Bill of Exchange.— A Bill of Exchange represents that goods are in 
transit, and is an order from A to B to pay a sum to either 
himself or a third party, C, at some future date at a place named. 

Bonded Imported goods which have to be left in a Government 

' warehouse till the duties charged on them have been paid. 

Capital— Excess of Assets over Liabilities. 

Cargo. The load of goods or merchandise carried by a vessel. 

Cheque.— A Bill of Exchange payable on demantl. 

Credit Noie.-A note or advice of sums credited to a person’s account 
sent on receipt of goods returned. 

Composition.-A payment of so much in the / by a debtor who is 
insolvent. , . 

Crossed Cheq«e.-A cheque which must be pas»=d through a bankmg 
account before money can be obtained. 

Commission.-An allowance of so much per cent, for services render«l. 


Confra.-— Opposite. 

Debenture.— A loan to a company. 

Debtor . — One who owes. 

Dividend.— A share of the profits of a public company. 

Debit Nole.-A note or advice of sums debited to a person s acco 
Draft.— A bill before it is “accepted. 

Drawee.— The one who “accepts” to pay a biU. 

Drawer.— The one who writes the draft. 
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firm.— A business carried on by more than one person. 

Folio.’— Tm pages facing each other, both having the same number. 

Freight. ^haxges for conveyance of goods. 

J,0.U. — owe you — a written acknowledgment of a temporary loan. 

Insolvent.— XJn&hle to pay all just debts. 

Invoice.— A statement setting forth full particulars as to quality, 
quantity and price of goods sold or consigned to a purchaser. 

Limited Liability. — ^Liability of shareholders limited to the amount of 
shares held. 

Maiurity. — The date when payment becomes due. 

Money. — A measure of value and a medium of exchange. 

Notary Public.— Ont who certifies commercial documents. 

Outsicmding Account. — An account that is still unpaid. 

Par. — ^Equal value. 

Plant.— AM property of a fixed or movable nature. 

Posting.— ThQ transfer of entries from the books of Original Entry to 
the Ledger. 

Remittance. — Currency remitted from one person to another. 

Reconciliation Statement.— A statement reconciling the balances of two 

. accounts, etc., e.g. when the balance of the Bank Pass Book 
differs from the balance of the Bank Column in the C.B. 

Rebate. — An abatement or allowance in price. 

SolventI— Able to pay all just debts. 

'Stamp Duty.— A tax imposed for revenue purposes on, cheques, deeds, 
etc. 

Stock-in’Trade. — ^The amount of goods in hand at a particular date. 

Suspense Account. — An account where items are entered until their 
proper destination is decided. 

Tare. — The weight of a box, bag, cask or wrapper. 

Trade Discount. — A wholesale merchant’s allowance to a retail trades- 
man. 

Turnover. — ^The total sales of a merchant during any given period. 

Voucher. — A document which serves to prove or confirm a cash pay- 
ment. 

Write Back. — To make an opposite entry in order to cancel a previous 
one. 

pyrite Off. — To transfer to Profit and Loss, generally as a loss. 
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Abbreviations 


A/c 

- 

Account, 

Int. 


Interest. 

A/d 


After date. 

Inv. 


Invoice. 

Am’t. 


Amount. 

I.O.U. 


I owe you. 

A/S 


Account Sales. 

Led. 


Ledger. 

b/d 

= 

Brought down. 

Ltd. 


Limited. 

B/E 


Bill of Exchange. 

M/d 


MonUis after date. 

B/L 


Bill of Lading. 

M/s 


Months after sight. 

B/P 

= 

Bills Payable. 

Mos. 


Months. 

B/R 

= 

Bills Receivable. 

N.B. 


Note well. 

B/S 

= 

Balance Sheet. 

% 


Per cent. 

c/d 

= 

Carried down. 

j 0/S 

= 

Outstanding. 

C.I.F. 

= 

Cost, Insurance, 

1 pc- 


Per centum. 



and Freight. 

P. & L. 


Prolit and Loss, 

Com. 


Commission. 

P.C.B. 


Petty Cash Book. 

D/d 

«= 

Days after date. 

P.N. 


ProniLssory Note. 

D/s 


Days after sight. 

P.O. 


Postal Order, 

Dis. 


Discount. 

P.O.O. 

= 

Post Office Order. 

Div. 


Dividend. 

Pro tern. 

= 

For the timod:Ksing. 

E. & O.E. 

s: 

Errors and Omissions 

Prox. 

>= 

Proximo — Next 



Excepted. 



month. 

Ent. 

= 

Entered. 

q.v. 


Which see. 

ex. 

= 

Out of. 

Rec’d. 


Received. 

f.o.b. 


Free on board. 

R.D. 


Refer to Drawer. 

fo. 

= 

Folio. 

Sgd. 


Signed. 

Frt. 


Freight. 

T/B 


Trial Balance. 

Gr. wt. 


Gross weight. 

Ult. 


I’ltimo — l.ast month. 

i.e. 

= 

That is. 

Wt. 


Weigiit, 

Inst. 

= 

Instant — This Month. 

xd. 

= 

Without (hvkU-nd. 
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INifex 


Index of 

Exercise 

I. 

II. 

III. 

IV. 
V. 

VI. 

VII. 

VIII. 

IX. 


X. 

XL 

XII. 

XIII. 

XIV. 
XV. 

XVI. 
XVII. 
XVIII. 
XIX. 
XX 
XXL 
XXII. 
XXIII. 
XXIV. 
XXV. 
XX VI. 
XXVI 1. 
XXVIII. 
XXIX. 
XXX. 
XXXI. 
XXXI I . 
XXXIII. 
XXXIV. 
XXXV. 
XXXVI. 
XXXVIl. 
XXXVIII. 
XXXIX. 
XL. 


Exercises and Examination Papers 


Cash Book 

Personal Account - . . 

Bought Book - - - . 

Sales Book 

Journal - - - 

General Exercise - - 

Partnership 


EXAMINATION PAPERS 
Oxford Local . _ . 

Cambridge Local - - - 

Oxford Local - - - 

Cambridge Local - - - 

College of Preceptors 

Cambridge Local 




National Union of Teachers 
Royal Society of Arts 


Institute of Chartered Accountants 

Royal Society of Arts 
Oxford Local _ . . . 

London Chamber of Commerce 
College of Preceptors 


National Union of Teachers 
College of Preceptors 

I 

National Union of Teachers 
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